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POSITION DESCRIPTION FOR THE 

DIRECTOR OF MUSIC AND WORSHIP 

ST. EDWARD PARISH, LOUISVILLE, KENTUCKY 

MARCH 2014 
 

GENERAL DESCRIPTION:  The Director of Music and Worship is a member of the parish staff/team with 

specialized training and credentials in music and liturgy.  This person is responsible for effective design, 

facilitation and implementation of the parish liturgical music program as well as oversight of all worship 

ministries.  This is done in collaboration with the Chair of the Worship Committee, the Pastor, Pastoral 

Associate and other pastoral staff members. 
 

A. OVERALL RESPONSIBILITIES: 

1. Collaborates with the Pastor, Pastoral Associate and other liturgical ministers to assure a creative and 

pastorally responsible integration of music in the Liturgy as well as working to develop liturgical 

experiences that feed the hearts and souls of those who gather for them.  The goal of all music 

ministries is the enhancement of the voice of the assembly and not performance. 

2. Works in a pastorally sensitive way with fellow musicians, pastoral staff/team, and parishioners.  The 

individual needs ongoing good “people skills.” 

3. Spends a significant amount of time in prayer and reflection, assuring that this ministry emerges from 

and is rooted in a solid spirituality and an ongoing relationship with the living God. 

4. Manages and administers worship policies, scheduling, funerals, weddings, and the coordination of 

volunteers and scheduling of practices and musicians.  

  

B. WORSHIP RESPONSIBILITIES: 

1.  Worship Committee: 

 a. Collaborates as an active member of the Worship Committee and the Liturgy Planning Team 

(which meet on alternate months) in coordinating/planning overall and specific worship services 

throughout the Liturgical Year. 

 b. Oversees and provides Liturgical Education and training for leaders of various liturgical 

ministries and for the broader parish, e.g. Worship Committee and various liturgical ministries—

lectors, ushers, ministers of hospitality, Communion ministers, etc. 

 c. Reviews, along with the Communion Ministers Coordinator, communion ministries updating for 

the ‘Five Year Mandates,’ & passes on mandate requests to the pastor who seeks the mandates 

from the Archbishop. 

 d. Oversees, in consultation with Worship Chair, the overall Worship, Choir, and Music budgets. 

 e. Prepares and maintains the music budget in collaboration with the Worship Chair. 

 f.  Collaborates with the Worship Committee and Pastoral Staff/Team  planning for Lenten and 

Advent Prayer Services, e.g. Wednesday night– Taize,  Stations, Adoration, etc. 

 g. Prepares the General Intercessory Prayers for all weekend Masses and special occasions. 

 h. Greets and welcomes the Assembly before weekend Masses and makes the weekend parish 

announcements (prepared by the Parish Secretary) after the Post-Communion Prayer. 
  

2. Continuing Education: 

a. Attends workshops, seminars on both national (NPM) and local levels for continued formation 

in music and Liturgy. 
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3.   Funerals and Weddings: 

a. Plans all facets of Funeral preparation with the family and notifies the various ministers needed 

to coordinate various funeral arrangements, and coordinates the notification of Resurrection 

choir members for funerals. 

b. Plans, with engaged couples, all facets of the Wedding ceremony and music, ministers needed, 

and informs the Sacristans (wedding coordinators) of ceremony elements. 
  

4. Parish and Archdiocese: 
a. Gives workshops, adult education sessions, and classes on local, parish, regional, and 

Archdiocesan levels. 

b. Provides support for the parish community in general via promotion of Archdiocesan choirs and 

events, prayer events, evenings of recollection, etc. 
  

C. MUSIC RESPONSIBILITIES: 

1. Weekend Mass: 

a. Provides music selections and plans music for Sunday Liturgies, special feasts and other 

communal celebrations, sacraments and prayer experiences. 

b. Plans and coordinates a comprehensive music program for the parish, assuring stylistic, cultural 

and multi-lingual (as the occasion and our Latino Community calls for it) variety within a 

unified voice. 
  

2. Sacramental Music: 
a. Helps families plan music for all funeral Liturgies and provides the music and the musicians 

needed at all parish Funerals. 

b. Assists engaged couples in planning music and the musicians needed for their Wedding Liturgy. 

Provides CD’s of wedding music to couples for ceremony plans. 

c. Serves as music resource person for religious formation and sacramental programs in 

collaboration with the Director of Parish Catechesis. 

d. Serves as accompanist at weekly School Masses.  
  

3. Musicians, Cantors, and Choirs: 
a. Recruits, trains and supervises musicians for all liturgies as needed. 

b. Provides encouragement, evaluation and appreciation to musicians of the parish. 

c. Plans and selects music for Adult and Youth Choirs that is liturgically coordinated with the 

seasons and appropriate to the Liturgy. Both choirs are off for the summer.  

d. Works with both the Adult and Youth Choir leaders and members in scheduling practices and 

providing spiritual enrichment for those choirs. 

e. Prepares and practices with Cantors for their roles and responsibilities as leaders of sung prayer 

and transmitter of the psalms. 

f. Prepares, plans and directs weekly rehearsals with Adult and Youth Choirs and rehearses with 

instrumentalists 30 minutes prior to each Liturgy. 
  

4. Administration: 

a. Coordinates the annual budget process, the purchase, maintenance and distribution of 

musical resources and instruments, and of sound equipment. 

b. Maintains choral organization:  letters/email to choirs, cantors, instrumentalists, schedules and 

social events. Organizes and maintains choral octavo library. 

c. Coordinates the preparation of the ‘worship aids’ for all weekend Masses, community 

sacramental celebrations, and secures proper copyright permissions for printed material. 

d. Spends time practicing piano, organ and voice. 

e. Learns various music computer programs to enhance skills. 
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5. Updating Music: 

a. Researches and oversees changes in Liturgical Mass settings. 

b. Researches and reviews new music to broaden the parish musical repertoire and further enhance 

its musical worship, and teaches the parish assembly such new music. 

c. Studies scores for instrumentalists, the Assembly, and the various choirs. 
  

6. Music Leader: 

1. Leads the Parish Assembly as organist, keyboardist, cantor and director. 

2. Encourages and leads the Resurrection Choir for Funeral Liturgies. 

3. Recruits new choir members for all choirs and new instrumentalists. 

4. Provides ongoing guidance and training for instrumentalists. 

5. Schedules instrumentalists and choirs for various Liturgies.  (All instrumentalists and choirs 

rotate and play/sing at different Masses each weekend to provide a “one parish, one liturgy” 

approach to music ministry.) 

 
 

 

Please send resumes and references by Friday, May 2
nd

 to: 

 

                               Search Committee, c/o Fr. Joe Graffis 
                                St. Edward Church 
                                9608 Sue Helen Drive 
                                Louisville, KY  40299 

                                502-267-7494 
        or jgraffis@aol.com 

 

        website: stedwardchurch.com 

  


