

Job Description, Director of Music Ministry
OUR LADY OF THE WOODS CATHOLIC CHURCH

JOB DESCRIPTION


  
Job Title:                        Director of Music Ministry	
Reports To:	                 Fr. Chance Billmeyer	
Department:                              	
Status:	   Paid Part-Time Position (15 hours/week)      		
General Purpose: To ensure quality liturgical music for the Parish and to enhance liturgical celebrations.  Provide leadership in the planning, execution, and celebration of all aspects of music for parish liturgies, including the coordination and formation of Parish cantors, choirs, and accompanists, and foster participation in music by the congregation.  Serve as an active and contributing member of the Parish staff. 

Expectations For All Employees:
Support the Parish’s mission, vision, and values by exhibiting the following behaviors: excellence and competence, collaboration, innovation, respect personalization, and demonstrate commitment to our community, accountability, ownership, and honesty. 

Position Summary:
Under the direct supervision of the Pastor, this position provides music direction and support to the OLW community for all liturgical celebrations. Deals with a diverse group of parishioners and visitors as well as internal contacts at all levels of the organization. Uses independent judgment to plan, prioritize, and conduct the music ministry at OLW. Maintains confidentiality of information related to parish operations.  

Essential Duties and Responsibilities:
Possess a thorough understanding and uncompromising support of the strategic ministry objectives of the church. 
Represent the Pastor, parish, staff, and music ministry volunteers in a positive light.

Director of Music Ministry
Ensure quality and inspirational music is performed at all Masses.
Keep current regarding trends and directions of sacred/church music in the Catholic Church to ensure music used in parish liturgical services and special activities is appropriate, in accordance with church tradition and current practices, and the dictates of church authorities.
Provide musical accompaniment for the weekend Saturday 4:30 pm and Sunday 9:00 Masses, Holy Days, Solemnities, and other special occasions.  Serve as the cantor when other cantors are unavailable. Occasional deviation from the weekly schedule is permissible by mutual agreement with prior notification to and approval by the Pastor.
Music selections will follow the outline of the hymnal in current use at Our Lady of the Woods.   Planning guides, such as liturgy.com (OCP), The Ignatius Pew Missal Planning Guide, or other sources will be used as a guide for the selection of auxiliary weekly hymns. Music played outside of the Mass (i.e., preludes or postludes) may come from another source if they are both pertinent and reverent.  Select the hymns each weekend in accordance with the above outline in collaboration with the Pastor.
Annually recommend the selection of the specific pew missal or hymnal no later than 3 months prior to its usage expiration period.  Ensure funding for the purchase of pew missals is approved or in place.
Select Mass settings for use during Ordinary Time, Advent, Lent, and Easter in collaboration with the Pastor.
Create and distribute musical worship aids for the congregation’s use (e.g., music pew cards for new Mass settings).
Ensure that the sound system is on for Masses and is turned off after Mass.  Report any sound system malfunctions that require professional adjustment to the Pastor or Office Manager. 
Clean the music office and dispose of old hymnals and music.
Practice with choir members during scheduled rehearsals and ad hoc rehearsals as needed. Choir members may not join the Music Ministry until they have completed the Safe Environmental Training program required for all parish volunteers.
Record and distribute vocal or sound tracts for choir members, cantors, and other musicians.
Provide individual vocal coaching to cantors, choir members, and deacons, as necessary.
Set up the hymn marquee in the Sanctuary with the correct hymns for the weekend Masses.
Coordinate music selection for liturgies with the Directors of Faith Formation and/or Pastor as required for OCIA, funerals, weddings, and other Masses as necessary and as available.  
Encourage and help the parish grow in its understanding of the role of music in the liturgy.  Develop a prayerful, singing assembly through celebration and preparation, evaluation, education, and personal ministry.
Recruit, train, supervise, and schedule choirs and cantors for all Masses, including youth members.
Prepare announcements of upcoming liturgical music for the weekly bulletin, to be published at the editor’s discretion.
Prepare copies of the music for the choir books for each weekend Mass and other Masses as necessary.  Two weeks prior to each weekend Mass, disseminate copies of each Mass’ music to cantors and choir members, including the parents of children, for their personal practice prior to the ensemble’s scheduled rehearsals.
Communicate administrative information relevant to the Music Ministry to cantors and choir members.
Maintain and distribute the liturgical music plan for the Pastor, staff, and choir members through email or other means.
Report any unusual activity that occurs in or around the property, when observed.  Such activities include cars driving over the pedestrian bridge, cars parked for lengthy periods in the parking lot, requests of passerbys for money, lightbulb replacement, broken door locks, etc.
Hold choir practices for the Saturday and Sunday Masses, before Solemnities, Holy Days, and Ritual Masses as necessary.	Comment by Petite, Angela: This is redundant to previous notes and should be eliminated
Understand the funds available for the Music Ministry and work with the Pastor for requisitions as necessary.
Submit requisition and paperwork required for payment of “on-call” musicians. Complete all volunteer paperwork as per Diocesan guidelines.
Coordinate maintenance/repair of the sound system and musical instruments in the Sanctuary, ensuring that equipment is in working order for all Masses.  Organize and maintain the music storage area inside the Church.
Maintain regular communication with the Pastor, staff and others as requested.
Meet with the Pastor and/or Director of Faith Formation for liturgy discussions as needed.

Minimum Required Skills, Knowledge, and Abilities:
	
Demonstrated musical and liturgical competence commensurate with the position. Demonstrated ability to direct the cantors, choir, and other musicians.
Possess the understanding of Catholic hymns, theology, and liturgy as it pertains to music.
A knowledge of the history and repertoire of sacred music, especially the use of chants.
Understand the concepts of the General Instruction of the Roman Missal, especially as related to liturgical music.
General musical leadership skills in instrumental and voice instruction and conducting.
Proficiency in keyboard and vocal performance.
Ability to create and maintain positive working relationships with the Pastor, staff, music volunteers, and parishioners.
Demonstrated organizational skills, including program planning and coordination.
Demonstrated oral and written communication skills.
Works well with others and within a team.
Ability to engage in and manage conflict productively and appropriately.

Education, Training and Experience:
	
Has completed and maintains the Safe Environmental Environment training and the child protection program as established by the Diocese. Has completed all required training, background check, and reflects user status as compliant.
Work requires an extensive knowledge of music and an excellent command of the English language.
Must have a high level of interpersonal skills to handle sensitive and confidential situations. Position continually requires demonstrated poise, tact, and diplomacy.
Bachelor’s or Master’s degree in music or its equivalent preferred.
Training in liturgical music required.
Training in choral organization and administration preferred.
Experience in musical accompaniment and in directing and conducting church music.


Approvals:

_____________________________________________________                   _______________________
                                 Supervisor Name & Title                                                                        Date

General Information:

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position. They are not intended to be an exhaustive list of all duties, responsibilities, and skills required of personnel so classified. 
The incumbent must be able to work in a fast-paced environment with demonstrated ability to juggle and prioritize multiple, competing tasks and demands, and to seek supervisory assistance as appropriate.
Incumbents within this position may be required to assist or find appropriate assistance to make accommodations for disabled individuals in order to ensure access to the organization’s services (may include visitors, patients, employees, or others).
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