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St. Vincent de Paul Parish 

Pastoral Associate 

 Job Description 

 

 

FUNDAMENTAL ROLE:  

Under the direction of the pastor, the Pastoral Associate shall share in the leadership of the parish in all of its 

life and ministry, and assume and exercise delegated authority from the pastor for daily operational and 

administrative functions. 

 

CONDITIONS OF EMPLOYMENT:  

 The PA is a full-time, professionally trained and vocationally dedicated parish minister. 

 The PA must have a deep commitment to the gospel, the Catholic tradition, and the vision of 

Vatican II. 

 The PA must have a strong sense of community, a deep belief in lay ministry, and good 

collaborative skills. 

 Relationships: The PA collaborates with the Pastor and Parish Council; and is supervised by 

the Pastor. 

 Educational Background. To lead this parish in manner described above, the PA should have 

a M.Div or a Master’s degree in Theology or the close equivalent. Specifically, the 

background of the successful candidate should include study in the areas Scripture,  

Systematic or Historical Theology, Moral theology, and Liturgy. 

 Professional Background. The candidate shall have some experience in pastoral ministry and 

a desire to grow in this area. More extensive experience is a plus. 

 Ongoing Formation. The PA shall have a commitment to personal continuing professional 

education and ministerial formation. 

 

ESSENTIAL FUNCTIONS: 

1.) Community 

1.1 Pastoral Vision. With the pastor, the PA is responsible for articulating a pastoral vision for the 

parish. 

 

1.2 Pastoral Leadership. The PA is responsible to collaborate with the Pastor, the Council and its 

committees to define the community mission, to identify staff configuration to achieve that 

mission, and to recruit and train ministers. The PA is an ex officio member of the Parish 

Council, but is not eligible to hold office on the Council. 

 

1.3 Pastoral Care. The PA is responsible to know the people, to identify and respond to their needs, 

challenge them to use their talents in service, and provide spiritual support. 

  

1.4 Evangelization. The PA is responsible for promoting evangelization and outreach, as well as 

ecumenical and inter-religious activities. 

 

1.5 Administration. The PA will facilitate communication between the staff, the pastor, and council 

and will lead the staff in implementing policies and programs. 
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2.) Word 

2.1 The PA is to encourage the Parish Council and its standing committees to keep the Word of God before 

the eyes of the community as the foundation of its life. 

 

2.2 The PA works collaboratively with those staff persons involved in religious education, i.e. Children’s 

Liturgy of the Word, Adult Education programs, Faith Fun Fellowship, and ensures that participants as 

preachers and teachers have formation. 

 
3.) Sacrament 

3.1 The PA is to promote the community’s understanding of itself as a sacrament, and the participation of the 

community in the life of the sacraments.  

 

3.2 Sacramental Preparation. The PA is to participate with the Pastor and staff as needed in the Rite of 

Christian Initiation for Adults, Baptismal preparation for the parents and godparents of children being 

baptized, preparing children for first reception of Eucharist and Reconciliation, youth for Confirmation, 

and couples for Marriage. 

 

3.3 The PA is to provide for the Eucharistic life of the parish: working through the Liturgy Committee to 

prepare liturgies and train ministers as needed, to preside at and to preach at weekday scripture and 

communion services. The PA also is to promote the understanding and provide for the celebration of 

Penance, and to arrange for the presence of confessors as need. 

 
4.) Service 

4.1 The PA, in collaboration with the Pastor and Council, will promote and organize the various service 

ministries of the parish. 

 
4.2 Together with the Pastor, the Council and its committees, the PA will define the service ministries to be 

undertaken in the name of the parish. 

 
5.) Administration and communication  

5.1 The PA will gather articles for and edit parish communications, both online and print  

5.2 The PA will create agenda for staff meetings 

 

5.3 The PA will contact new parishioners and enter them into the data base 

 

5.4 The PA will participate as necessary in administrative responsibilities and general office 

procedures 

 

5.5 In the absence of the pastor, when decisions are needed, the PA will consult with available staff 

as necessary and appropriate, but will have the final authority to make the necessary decisions. 
 

Other duties as assigned 


