PARISH OF SOUTH YARRA
PARISH OF SOUTH YARRA
POSITION DESCRIPTION
PASTORAL WORKER
1. Position Details
	Position Title
	Pastoral Worker

	Remuneration
	In accordance with the applicable Catholic Archdiocese of Melbourne employment arrangements for Pastoral Workers, commensurate with qualifications and experience.

	Employment Type
	Permanent Part-Time

	Hours
	24 hours per fortnight

	Location
	Parish of South Yarra – St Joseph’s and St Thomas Aquinas Churches

	Reports To
	Parish Priest

	Working Arrangements
	Flexible hours by agreement. The role may require up to approximately four (4) hours of work on weekends, depending on parish, liturgical, sacramental and pastoral requirements.


2. Position Purpose
The Pastoral Worker supports the pastoral, liturgical, sacramental and community life of the Parish of South Yarra, under the pastoral care of the Augustinians. Working collaboratively with the Parish Priest, parish staff, volunteers and parishioners, the role helps foster an inclusive, welcoming and faith-filled parish community consistent with the Catholic ethos and Augustinian character of the Parish.
The position combines pastoral ministry, liturgical and sacramental coordination, parish engagement and associated administrative responsibilities.
3. Key Responsibilities
3.1 Pastoral Care and Visitation
Visit housebound, elderly and other parishioners requiring pastoral support, including arranging or providing Holy Communion where appropriate.
In consultation with the Parish Priest, assist in coordinating pastoral care for parishioners residing in aged-care facilities.
Maintain appropriate contact and records relating to Catholic residents receiving parish pastoral care.
Provide pastoral support to families experiencing bereavement and assist with parish responses following the death of a parishioner.
Visit and maintain contact with parishioners where appropriate to foster a sense of belonging and connection with the Parish.
3.2 Liturgy and Worship
Attend and actively participate in Parish Liturgy Meetings.
Assist the Parish Priest and Liturgy Team in preparing parish liturgies and significant celebrations throughout the liturgical year.
Assist with the preparation and coordination of liturgical ministries and rosters, including Lectors/Readers, Commentators, Extraordinary Ministers of Holy Communion and Ministers of Welcome.
Assist with special rosters and arrangements for major celebrations, including Christmas and the Easter Triduum.
Liaise with parish staff, ministers and volunteers regarding liturgical requirements as necessary.
3.3 Sacramental and Faith Formation Programs
In conjunction with the Parish Priest and relevant parish teams, assist with the coordination and delivery of parish sacramental programs.
Assist with the Rite of Christian Initiation of Adults (RCIA) and maintain appropriate contact with participants and those received into the Church.
Assist with the coordination and administration of the Children’s Sacramental Program.
Support other faith formation and evangelisation activities of the Parish as required.
3.4 Parish Community and Pastoral Engagement
Assist in welcoming and integrating new parishioners into parish life.
Encourage parishioner participation in ministries, activities and community events.
Support parish volunteers engaged in pastoral, liturgical and sacramental ministries.
Participate in ecumenical activities from time to time as appropriate.
Attend Parish Pastoral Council meetings as required.
Work collaboratively with the Parish Priest, parish staff and volunteers in supporting the overall pastoral mission of the Parish.
3.5 Safeguarding
Support the Parish in maintaining a safe environment for children, young people and vulnerable adults.
Assist with parish safeguarding requirements, including relevant documentation, communication and compliance activities.
Promote awareness of and adherence to applicable Archdiocesan and parish safeguarding policies, procedures and codes of conduct.
Work collaboratively with the Parish Priest, parish staff and relevant safeguarding personnel on safeguarding matters.
3.6 Music Copyright and Reporting
Coordinate and/or complete required music copyright reporting for parish liturgical and related use.
Maintain appropriate records relating to music used within parish celebrations.
Liaise with musicians, liturgy personnel and parish staff as required to facilitate accurate reporting.
3.7 Administration and Record Keeping
Maintain appropriate pastoral and ministry records in accordance with parish requirements and privacy obligations.
Assist with reports relating to parish pastoral activities where required.
Assist with correspondence, records and administrative activities associated with the pastoral, sacramental and liturgical responsibilities of the position.
Assist with grant applications and other parish reporting where appropriate.
3.8 Other Duties
Attend relevant parish staff and team meetings as required.
Undertake other reasonable pastoral duties consistent with the nature and hours of the position at the direction of the Parish Priest.
4. Selection Criteria
Experience, formation and/or training in Catholic pastoral ministry, theology, faith formation or a related area.
A demonstrated understanding of and commitment to the teachings, mission and values of the Catholic Church.
A willingness to develop and deepen personal spirituality and to support the Catholic and Augustinian ethos and character of the Parish.
Strong interpersonal and pastoral skills, with the ability to relate sensitively and respectfully to people from diverse backgrounds and circumstances.
A compassionate approach when supporting people experiencing illness, bereavement, isolation or other difficult circumstances.
Strong organisational, written and verbal communication skills.
Ability to work independently, exercise initiative and also work collaboratively as part of a parish team.
Experience working with parishioners, volunteers and community groups.
Appropriate administrative and computer skills.
An understanding of safeguarding responsibilities within a parish environment.
Flexibility to work some evenings and weekends according to parish pastoral and liturgical needs.
5. Employment Requirements
Australian permanent residency, Australian citizenship, or otherwise unrestricted/full working rights in Australia.
Current Working with Children Check appropriate for employment, or ability to obtain and maintain one prior to commencement.
Satisfactory Police Check and any other screening requirements applicable to the position.
Compliance with safeguarding policies, procedures and codes of conduct applicable to the Parish and the Catholic Archdiocese of Melbourne.
Willingness and ability to work flexible hours, including some evenings and weekends as required.
Commitment to maintaining appropriate confidentiality and privacy in relation to parishioners and pastoral matters.
6. Hours of Work
This is a permanent part-time position of 24 hours per fortnight. Working hours will be flexible and arranged in consultation with the Parish Priest, taking into account parish activities, pastoral requirements and the needs of the successful applicant. The position requires some flexibility outside normal office hours and may require up to approximately four (4) hours of work on weekends.
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