
St. John the Baptist 
Position Description 
 
Title: Reach More Mission Coordinator 
Reports to: Director of Parish Life  
Direct Reports: None 
Provides work direction to: Administrative Assistant, small group leaders, students, volunteers, 

maintenance staff (related to events and set ups)  
Receives work direction from: Director of Discipleship & Mission, Director of Catechesis & 

Pastor 
FLSA: Non-exempt  
Hours: Full-time, 30 hours per week  
Schedule: Will vary based on parish needs; evening and weekend time will be 

necessary.  
Benefits eligible: Yes 
Last revision: June 2, 2022 
 
 
Job Purpose:  St. John the Baptist partners with Evangelical Catholic to implement Mission 
Training, a process that guides the continued growth of disciples who are formed more deeply 
in their relationship with Christ and equipped with the skills of relational and invitational 
evangelization. This position will help form parishioners for this apostolic mission, thus 
creating an environment at the parish to foster missionary discipleship. Parishioners will be 
invited into mission and trained to lead and evangelize in small groups, to engage in one-on-
one discipleship mentoring and other modes of personal apostolate.     
 
Representative Responsibilities 
 
*Statement on Working for the Catholic Church:  Employment in and by the Catholic Church 
is substantially different from secular employment. Church employees must conduct 
themselves in a manner that is consistent with and supportive of the mission and purpose of the 
Church. Their behavior must not violate the faith, morals or laws of the Church or the 
Archdiocese of Saint Paul and Minneapolis, such that it can embarrass the Church or give rise to 
scandal. It is required that this employee be a Catholic. 
 
1. *Work collaboratively with both parish and church staff and adult volunteers.  Maintaining 

effective and appropriate working relationships with each. 
2. *Oversee, develop, and manage all of the logistics and details for executing the Reach More 

Mission Process and small group ministry.  Coordinating multiple Training Groups per 
year. 

3. *Ensure leaders have adequate knowledge and practice of their faith as well as the pastoral 
maturity and skills to accompany others in their faith journey through one-on-one 
mentoring and mission community. 



4. *Handle conflicts, challenges, crisis situations, and behavior issues with maturity by 
providing pastoral care, mentoring, and wisdom.  Making the necessary referrals and follow 
up as well as following all Archdiocesan, Catholic Mutual and St. John’s safe environment 
policies.  

5. *Cultivate relationships by being present and attending parish liturgies and parish/school 
events and activities, with the intention of building relationships with leaders and future 
leaders with special attention for those desiring deeper formation and training. 

6. *Actively participate in staff meetings and meet regularly with supervisor and Evangelical 
Catholic’s Coach.  

7. *Provide excellent communication to leaders and the wider parish community regarding 
Reach More from promoting events to telling the glory stories of the transformation in lives 
of our adults. Communication sources include: Flocknote, Father’s email, bulletin, and social 
media outlets. 

8. *Track and maintain database of trained missionary disciples and apostolate work as well as 
update and evaluate effectiveness of each stage of the process. 

9. *Serve as primary contact with the Evangelical Catholic through bimonthly coaching calls. 
10. *Fiscal responsibility for Reach More Mission Process and small group ministry. 
 
*Point Person Responsibilities 

- Work closely with a consultant at The Evangelical Catholic, meeting by video 
conferencing or phone approximately every other week. 

- Complete online training and formational content through the Reach More online 
evangelization coaching system. 

- Plan the Reach More calendar (with the Director of Parish Life). 
- Implement the Reach More Mission Process at St. John’s. 
- Coordinate the logistics of Small Groups. 

 
*Implement stages of the Mission Process 
 
*Discern and Invite Disciples into Mission  

- Ongoing discernment and invitation to lay disciples into Reach More formation and 
training. 

- Continue to cultivate relationships with new people for future Reach More training 
groups. 

  
*Form and Train Leaders for Mission  

- Schedule, prepare, and facilitate Reach More training groups.  
- Prayerfully prepare each session thoroughly, leading prayer, showing videos, and 

facilitating discussion of Scripture, Church teaching, and session videos, steering the 
discussion toward essential topics and core content. 

- Regularly meet one-on-one with group members for individualized discipleship 
formation. 

  
*Send Leaders into Mission 

- Equip mission leaders to invest in relationships and invite people they know into small 
groups. 



- When applicable implement in-person publicity at Sunday Masses 1-2 times per year. 
- Assist leaders in building their groups through parish support and publicity as needed.  
- Plan and lead an Annual Small Group Celebration.  

 
*Shepherd Mission Leaders 

- Guide and care for mission leaders long-term as they grow into a lifestyle of personal 
apostolate. 

- Shepherd them into deeper formation and training through one-on-one mentoring and 
through mission community small groups. 

- Provide support and guidance to those leading small groups as their groups deepen, 
expand, decline, or encounter challenges. 

- Help them discern content for small group sessions, as well as apostolates that go 
beyond small groups. 

 
*Expand a Movement of Evangelization 

- Discern and invite a new cohort of disciples into formation and training to begin the 
cycle again and expand the movement. 

- Strategically invite key disciples into formation and training to expand into hard-to-
reach parts of the community. 

 
*To be present where needed, ready to work as needed to meet responsibilities.  Includes 
recognizing when situations require more effort, satisfying responsibilities in a timely manner, 
providing an example of punctuality and attendance, and generally ensuring all is ready and 
taken care of. 
 
*Organize, prepare and maintain files and information. Gather information from fax, email, 
telephone and other sources, ensure all information has been received, follow up as necessary, 
organize reports and make them available for convenient reference, maintain for the designated 
time, discard at designated time. 
 
*Maintain and improve work knowledge and skills such as understanding requirements and 
work procedures, purpose of work completed, computer use and general building 
management. 
 
*Meet all communication requirements including interpersonal skills with parish and school 
employees as well as visitors, guests, school families, and parishioners. Includes keeping 
superiors and appropriate others informed. 
 
*Help create a productive environment where there is harmony, good morale, and cooperative 
teamwork. Monitor self-productivity and take corrective action as appropriate. 
 
*Maintain appropriate levels of confidentiality of all work data. 
 
Other Responsibilities: includes other responsibilities identified as needed by the employee 
and approved and/or assigned by supervisor or pastor. 
 



The responsibilities listed above are representative of the job and are not inclusive. Those preceded by an 
asterisk (*) are essential job functions. 
 
Qualifications & Requirements of Position 
 
Title:  Reach More Mission Coordinator 
 
Qualifications 

1. Must be a practicing Catholic with a sound understanding and acceptance of Catholic 
Tradition and doctrine, and Sacred Scripture. 

2. Education or significant formation in theology, evangelization or related topic; 
bachelor’s degree preferred.  

3. Prior experience in evangelizing ministry preferred, as a participant or leader.  
4. Demonstrated skills and interests in this type of work. 
5. Desire to help lead members of the parish to become authentic disciples of Jesus Christ. 
6. Ability to satisfactorily pass a criminal background check.  
7. Strong computer and social media skills. Be knowledgeable in the Microsoft Office suite 

(Word, Excel, Publisher, and Outlook).  
 

Mental Demands 
1. Ability to plan, organize, and meet deadlines and to manage multiple concurrent tasks. 
2. High level of organizational skills and ability to work under pressure and with 

interruptions.   
3. Strong communication, interpersonal and organizational skills with ability to initiate 

and problem solve. Must work well with both adults and young people. 
4. Strong communication skills that articulate the parish mission and invite people to 

participate. Effectively able to address conflict and provide inspiration.  
5. Enthusiastic, self-motivated and able to work without supervision, but obtain direction 

when needed.  
6. Be flexible in order to deal with unscheduled requests and evening and weekend hours. 
7. Comfortable leading and speaking to large groups of people. 
8. Understand the importance of confidentiality. 

 
Physical Demands 

1. Work 30 hours per week  
2. Able to sit or stand for long periods of time 
3. Able to lift up to 15 lbs. (office materials, etc.) using proper techniques 
4. Able to work long hours when the position demands 
5. Able to participate in evening and/or weekend meetings, events or Masses 

 
 
 
 
 
 



Employee:  I have reviewed this job description and understand that it is an accurate 
representation of the responsibilities of my job. I understand that as the organization’s needs 
change, my job description will change. 
 
 
Signature Date 
 
 
Supervisor:  I have reviewed this job description and agree that it is an accurate representation 
of the responsibilities performed in this job. 
 
 
 
Signature Date 
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