COORDINATOR OF MUSIC
Status: Part-Time, Hourly (approx. 12 hours/week; nights and weekends only)
Supervisor: Pastor
Pay: $25/hour
Typical Weekly Hours: ~4-5 hrs weekend Masses and their rehearsal; ~2 hrs weeknight choir/ensemble rehearsal; ~4-5 hrs scheduling and communication (phone/email).
Primary Job Function: The Coordinator of Music proclaims the Gospel by enhancing the liturgy through music and prayer, and provides leadership for the parish's weekend liturgical music program. In this part-time role, the Coordinator concentrates directing, planning, and hands-on musical leadership into weekend Masses and one weeknight rehearsal, and handles scheduling and communication tasks on evenings/weekends by phone or email rather than in the parish office during business hours.
1. Music Leadership (Weekend Masses & Weeknight Rehearsal)
1. Plans all music for weekend Masses: hymns, chants, Psalms, Mass Propers, Ordinaries, choir, and instrumental repertoire, in accordance with Diocesan guidelines from the Office of Worship.
1. Recruits, trains, and schedules Cantors, Accompanists, and Instrumentalists for weekend Masses
1. Directs choir and instrumental ensemble rehearsal on one weeknight per week.
1. Adapts music for liturgical seasons (Advent, Christmas, Lent, Easter, Ordinary Time) and for OCIA/Initiation Sacraments celebrated on weekends.
1. Prepares and distributes binders (introductions, acclamations) to Cantors ahead of each weekend.
2. Administration (Evenings/Weekends, by phone/email)
1. Orders music, pew resources, and secures copyright licensing (OneLicense), all handled online/by email.
1. Requests instrument service/maintenance (organ, piano) as needed, coordinating scheduling with the office.
1. Maintains the music library.

3. Liturgy Planning
1. Prepares clergy binders, prepares Prayers of the Faithful, and booklets for special liturgies
1. Plans weddings with the couple (typically scheduled on Saturdays): music, Musicians, MC, and Altar Servers, and is present at the ceremony.
1. Recruits, trains, and schedules Sacristans, Altar Servers, Lectors, Extraordinary Ministers of Communion, and Ushers for weekend Masses.
Qualifications
1. Proficient in organ and/or piano; choral conducting experience preferred.
1. Working knowledge of the Catholic liturgy, liturgical seasons, and Diocesan music guidelines.
1. Comfortable recruiting, training, and directing volunteer musicians and choir members.
1. Available Saturday evening and/or Sunday morning for Mass, plus one weeknight for rehearsal.
1. Organized and responsive by phone/email for scheduling and planning outside of Mass times.
1. Music degree, or current music degree candidate, preferred.
