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Position Available – St. Mark Parish 

Director of Liturgy and Music 
  

 

St. Mark the Evangelist parish, an active, vibrant parish community of over 2,500 

families in Independence, MO is seeking a Director of Liturgy and Music to facilitate 

quality worship experiences which celebrate and strengthen the members’ faith 

journey.  Five Masses are celebrated each weekend, including one in Spanish.   

  

The Director is responsible for a range of ministries including prayer leadership, 

volunteer recruitment and support, musical decisions and direction of vocal and 

handbell choirs, accompanist responsibilities, art and environment direction, and 

administration functions in a collaborative staff environment.   

  

Qualifications:  must be a practicing Catholic in good standing; knowledge, 

experience and an appreciation for Catholic liturgy as envisioned in Vatican II 

required; bachelor’s degree in Theology, Liturgy, Pastoral Studies, Music or 

equivalent program of study required; must have keyboard proficiency and musical 

directing skills; master’s degree in above fields, previous experience in a similar 

role, supervisory experience and ability to speak Spanish helpful.  Employment is 

contingent upon successful completion of post-offer background check, completion 

of Ethics and Integrity in Ministry (EIM) document, and attendance at a Virtus 

Protecting God’s Children program at the first available opportunity. 
  

Send resume and cover letter including salary 

requirements to:   Liturgy Director Search, St. Mark 

Catholic Church, 3736 S. Lee’s Summit Rd., Independence, 

MO 64055.  Fax:  816-373-3816.  E-mail:  

snorman@stmarksparish.com   Please apply by 

02/17/2017.  EOE. 
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Job Description 
 

 

Position Title:   Director of Worship (Liturgy and Music) 

Department:     Liturgy 

Status:                Exempt 

Reports To:        Pastor  

Approved By: 

_________________________________________        Date________________ 

Pastor 

_________________________________________        Date________________ 

Director of Administration         

 

Job Summary:     

The Director of Worship ensures the success and mission of St. Mark Parish by coordinating 

and providing quality liturgical experiences which celebrate and strengthen the 

membership’s journey of faith. The Director is responsible for a variety of ministerial 

functions: including prayer leadership, volunteer recruitment and support, musical 

decisions and direction, and art and environment. The Director is expected to be self-

motivated, take initiative in responding to pastoral needs, support other ministry level staff 

members, and function in an inclusive and ministerial manner. As a strategic partner, the 

Director of Worship participates in the development of the total parish plans and programs. 

 

Essential Functions: 

 

General Pastoral Ministry Responsibilities 

1. Collaborate closely with the Pastor and other members of the parish staff in the 

overall pastoral ministry of the parish 

2. Collaborate in the overall process of parish administration including assessing 

needs, pastoral planning, decision making, implementation and budget management 

3. Foster the faith life of the community 

4. Be present at important parish gatherings, liturgies and social functions 

5. Be available to parishioners and for parish projects 

6. Assist persons in crisis 

7. Cooperate with,  and serve as a resource for parish  committees 

8. Relate to deanery, regional, diocesan and ecumenical community structures as 

appropriate 

9. Assist in the promotion of Catholic social justice principles and the development of 

social consciousness among staff and parishioners 

 

Ministry specific responsibilities fall into three areas: 

Leadership 

1. Plan and staff all public worship services for the parish, including weekend Masses, 

holidays and other spiritual offerings 

2. Design community prayer that shapes and supports the discipleship of the parish 

and remains true to Catholic values and rituals 

3. Develop and coordinate liturgical season themes reflected in music and prayer at 

weekend Masses, educational events and other spiritual offerings. 
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4. Recruit, form and support over 350 volunteers for liturgical ministry (Eucharistic 

ministers, lectors, altar servers, and hospitality ministers) 

5. Direct vocal and handbell choirs; develop musical skills of singers and 

instrumentalists, and enhance their understanding of music ministry; keyboard 

proficiency is expected 

6. Interact with the Independence Ministerial Alliance, social service and business 

community to develop community-wide programs and events as appropriate 

7. Present adult education workshops on liturgical, scriptural and spiritual topics 

8. Write articles on liturgy, spirituality, and social justice for parish communications 

9. Supervise the art and environment committee; managing decorators and securing 

supplies 

 

Pastoral Care 

1. Guide bereaved families in planning funeral liturgies; providing or arranging for 

musical support for funerals 

2. Guide couples in preparing their Catholic wedding liturgy; overseeing the wedding 

preparation assistant and reviewing all wedding liturgy plans 

 

Administrative 

1. Recruit, train, and supervise support staff employees (Administrative Assistant 

(shared with other ministries), Sacristan, and Wedding Coordinators) 

2. Recruit and support ordained ministers for Masses, baptism services, penance 

services, weddings and funerals as needed 

3. Recruit, manage and motivate volunteers for all ministries within scope of 

responsibility 

4. Serve as a Staff Liaison to the Prayer & Worship Commission to assist in 

implementing the parish pastoral plan 

5. Collaborate with parish staff colleagues when planning ministry programs to ensure 

effective alignment with mission/programs and integration with overall parish 

calendar 

6. Assist in securing/locking up facilities; including evening & weekends. 

7. Develop and submit annual budget proposal; comply with budget directives and 

manage program in accordance with final budget  

8. Learn and utilize parish administrative processes (census, scheduling processes, 

purchasing, expense reporting, e-mail/website protocol, etc.) 

9. Collaborate with other Diocesan Liturgy professionals for personal development, 

networking, and potential partnering opportunities 

10. Ensure that volunteers in certain roles involving children have completed current 

Safe Environment requirements 

Non-Essential Functions: 

This role may be responsible for a variety of other duties as determined by the 

Pastor and/or needs of the parish. 

Working Situations/Work Schedule: 

1. There is an expectation that the director will schedule and post regular office hours 

in the online shared schedule 

2.  There should be broad availability during the office work week, with an emphasis 

on availability to parishioners during evenings, weekends, holidays, special services 

and events 

3.  As both accompanist and director, the expectation is that this position is present at 

all weekend liturgies 

4.  The position requires some local travel for business purposes (mileage reimbursed 
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with director providing vehicle) 

 

Qualifications: 

1. Must be a practicing Catholic in good standing 

2. Knowledgeable and experienced in Vatican II Catholic liturgy 

3. Bachelor degree in Theology, Liturgy, Pastoral Studies, Music or equivalent 

education and experience required  

4. Master degree in Theology, Liturgy, or Pastoral Studies, Music or equivalent 

preferred  

5. Previous related professional experience desired 

6. Keyboard proficiency and musical directing skills required 

7. Supervisory experience desired 

8. Personal initiative and motivation; can operate in a self-directed manner 

9. Sense of ownership and responsibility 

10. Ability to work in a team environment 

11. Ability to work variable hours with a strong emphasis on evenings and weekends. 

12. Proficiency with computers, especially MSOffice Suite; ability to learn additional 

software quickly   

13. Ability to communicate effectively both written and orally 

14. Public speaking/meeting facilitation skills. 

15. Organization and project management skills; able to juggle many different tasks. 

16. Ability to maintain confidentiality 

17. Ability to present oneself professionally to staff, parishioners and the public 

18. Highly Collaborative; ability to work with a variety of “people-styles” 

19. Employment is contingent upon successful completion of Background Check, 

completion of Ethics and Integrity in Ministry (EIM) document, and attendance at a 

Virtus Protecting God’s Children program at the first available opportunity 

Language Skills: 

1. Ability to read, analyze, and interpret:  policies, articles, reports, and documents 

2. Ability to respond to common inquiries or complaints from members of the parish 

community 

3. Ability to write articles for publication that conform to prescribed style and format 

4. Ability to effectively present information to commissions/councils, volunteer 

groups and staff 

Software Programs Used: 

1. ParishSoft (census) 

2. Ministry Scheduler Pro  

3. EMS Event Scheduling 

4. MicroSoft Office including Excel, Word, Outlook, Publisher and PowerPoint 

5. Internet Browser and various web-based software 

6. Various music software programs.     

Equipment Used:  

1. Office: Personal Computer, Telephone, Copy Machine 

2. Occasionally: Laptop PC interfaced with Projection Equipment 

3. Digital Camera 

4. Musical/Sound equipment 
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Physical Demands:  

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions.  

 

While performing the duties of this job, the employee is occasionally required to stand; 

walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and 

arms; climb stairs; balance; stoop, kneel, crouch or crawl; talk or hear; taste or smell. The 

employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 

required by the job include close vision, distance vision, color vision, peripheral vision, 

depth perception, and the ability to adjust focus.  

Work Environment:  

Work environment characteristics described here are representative of those that must be 

met by an employee to successfully perform the essential functions of this job. 

 

While performing the duties of this job, the employee is not exposed to weather conditions. 

The noise level in the work environment is usually moderate.  The noise level will be higher 

when performing the duties of Music Director such as conducting and directing the choir 

and musicians. 

Employee’s Acknowledgement and Acceptance: 

This job description seeks to provide clarity and focus to the general role.  It is not intended 

as - nor can it be an all-inclusive list of every task that may emerge during the course of 

work, nor is it a static document. Nothing in this job description restricts management's 

right to assign or reassign duties and responsibilities to this job at any time.  In these times 

of great change, ministry takes many forms and goes many directions.  All positions at St. 

Mark’s must be prepared to shift focus as the needs of the parish and ministry in general 

change. 

 

I have read and understand this job description and I am able to perform the essential 

functions of the position with/without reasonable accommodations. 

 

 

 

__________________________________________________________             _________________ 

Employee’s Signature     Date 

 

 


