	Mass Coordinator


	Overview
· Responsible for the general logistical preparations and arrangements for the liturgical services 


	Activities/Responsibilities
· Preparation - before mass 
· Unlock doors to church  
· Turn on lights including Tabernacle light and downstairs 
· Extra chalice and cloth on Credence table
· Check that Gifts prepared 
· Light Altar candle
· Turn on and test sound system 
· Remove snow/spread gravel (in season) 
· Oversee Offering Collection
· Gather the offerings from the Offering Collectors
· Put offering in tamper proof bag
· Put bag in safe 
· Complete log sheet 
· Conclusion - after mass
· Turn off lights including Tabernacle light and downstairs 
· Turn off sound system
· Clean and store chalice and cyborium
· Take Ablution material to Preparation table 
· Extinguish Altar candle
· Check A.E.D. 
· Check all water taps to ensure off 
· Lock doors
· Verify attendance of Mass Ministers and find replacements, if necessary
· Read and follow checklist 
· [bookmark: _GoBack]Arrive 35 minutes before the beginning of mass
· Responsible for key to church 
· Report any supply needs, issues or concerns to the Liturgy Coordinator 


	Skills, Experience and Qualifications
· Member of St. Mary Parish 
· Interested in being involved in a leadership role within St. Mary Parish
· Physical capabilities to walk throughout the church and basement levels


	Orientation, Training and Support
· Checklist outlining duties 
· On the job training by Liturgy Coordinator or other Mass Coordinators as designated or Parish Pastor
· The Liturgy Coordinator and/or the Parish Pastor are the first level of support, supervision and evaluation
· Ongoing support from Liturgy Coordinator or other Mass Coordinators and Parish Pastor and/or PPC Chairperson
· Yearly commitment if possible and/or based on individual availability


	Benefits
· Gain greater understanding of Liturgical Service
· Expand your faith practice  
· Use and build leadership skills
· A way to serve the parish community 
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