
St. Augustine Church and Catholic Student Center
Job Description

Position:

Sacristan
Reports to:

Pastor and Office Manager
FLSA Status:

Non-Exempt Part Time
Date prepared:
 
Signatures:

_________________________   /   ____________________________

PURPOSE

The sacristan, under the general direction of the Pastor , undertakes the overall preparation of liturgical celebrations.  His or her primary role is to attend to the details of the liturgy in order to “help the liturgy be the act of the whole church” (The Sacristy Manual, viii).  In conjunction with various liturgical ministers, the sacristan is thus responsible for preparing many things before the liturgy begins, assisting during the liturgy, and maintaining elements of the liturgy at others times.  The most important aspect of this ministry is to ensure a proper environment and model for worship.
This role serves as a coordinator for worship services, ensuring that linens are pressed and clean, that altar vessels are kept safe, that consumables like altar wine and altar bread are in adequate supply, and that the church as a whole is kept secure and in good repair. The sacristan works with the pastor or senior deacon to attend to the environment of worship. 

ESSENTIAL FUNCTIONS include the following. Other duties may be assigned.

1.  Under the general direction of the clergy, undertakes the overall preparation of liturgical celebrations, including all that is needed for special days such as Ash Wednesday and Palm Sunday.

2.  Arranges the books needed for the celebration, marking all of the divisions. Lays out the vestments and anything else needed for the celebration, such as cruets, chalices, ciboria, linens, oils, processional crosses, candles and torches.

3.  Takes care of the ringing of bells that announce the celebrations. The sacristan should ensure the observance of silence in the sacristy.

4.  Assures that the vestments, church furnishings, liturgical vessels and decorative objects are kept in good condition and, if necessary, sent for gilding or repair.

5.  Ensures that the things necessary for worship are always available. There should be a ready supply of fresh hosts and of duly authorized wine, sufficient clean purificators, corporals, hand towels, incense and coals.

6.  Assures that the washing of the altar linens is done according to the indications of the missal and that the water for the first wash is poured down the sacrarium or to the earth. The sacristan also takes care of burning old linens and other objects that are no longer suitable for liturgical use.

7.  Makes sure that the sanctuary lamp has sufficient oil, that the altar cloths are changed regularly, and that the holy water stoups are clean and replenished frequently.

8.  Work with the Pastor and Deacons to decorate the Church for liturgical celebrations, such as Advent, Christmas, Lent and Easter.

9.  Work with couples to be married for the wedding rehearsal.

10.  Assist Priests and Deacons with baptismal set-up, as required.

Specific Duties Include:
1.Maintain Inventory and Upkeep of:

A. Candles

Paschal candle, sanctuary lamp, tabernacle lamps, votive candles (including money collected); processional, altar, and ambo candles, baptism/initiation candles, congregational candles, advent candles (and oils), wedding-related candles, miscellaneous candles.

Candle closet should be kept tidy and well supplied.  Ordering of candles is done by the Office Manager.

B.  Candle Stands and Candle Lighting Poles

Keep in good condition and free of candle wax.  Change wicks in lighting poles as needed.

C.  Altar Bread

Make sure there is an adequate supply of altar bread for hospitals, parishioners, 2 ¾” and 5 ¾” hosts.  Notify office manager when order needs to be placed.

D.  Altar Wine

Make sure there is an adequate supply, and notify office manager when wine needs to be ordered.

E.  Vessels

Assure that all patens, chalices, cups, pyxes, luna, monstrance, cruets, decanters, pitchers/bowls (Lavabo), miscellaneous containers are in good condition. Make Office Manager aware of need to purchase/repair any vessels. Conduct annual inventory of vessels.

F.  Altar Linens

Make sure that all purificators, corporals, altar cloths, miscellaneous linens, finger towels, drying towels, Baptism and Confirmation towels) are cleaned and well maintained.  
Change the altar cloth as needed and the corporal for every Mass.  

Assure that enough linen is available for the week’s Mass schedule, taking into account the extra linens needed for baptisms, confirmations, and special holy days.  Purchase extra linens, as needed.

G.  Books

Assure that the Sacramentaries, Lectionaries, daily Lectionary, Book of the Gospels, Book of Blessings, Presider’s binder, lector’s binder, miscellaneous books are in good condition.  Alert Office Manager if books are in need of repair or replacement.

H.  Vestments

Assure that all vestments:  Chasubles, stoles, albs (server/priest), amices, cinctures, humeral veils, palls are in good condition, cleaned on a regular basis and repaired, when necessary.
I.Miscellaneous Liturgical Items

Assure that these items are in good supply and notify Office Manger when Charcoal, incense, matches, palms, palm ashes, wicks, etc. are needed.

2.  Orderliness of Storage Areas

Assure orderliness of all storage areas in the Sacristy, including all cabinets and closets.  Recycle out-of-date materials.
3.  Responsibilities at Masses
A.  Unlock and lock front doors of church.

B.  Assure that air conditioning and fans are in working order.

4.  Liturgy

A.  Work with Altar Servers and Deacons to set out the items needed for each Mass.

B.  Items include: Vessels, books, linens, candles, sacrament needs (e.g., Baptism, Confirmation, 
      Eucharist), special needs (e.g., incense, sprinkling, processional banners), microphones.
SUPERVISORY RESPONSIBILITIES:  NONE.
QUALIFICATIONS:

To perform this job successfully, and individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience.   

High-school diploma or G.E.D.
Certificates, Licenses, Registrations.  

Language Skills.

Good oral and written English-language communication skills.

KNOWLEDGE
In order to carry out these duties, the sacristan needs to have a fairly good idea of the content and norms of the principal liturgical books and an understanding of the intricacies of the liturgical calendar.


SKILLS
Troubleshooting:  Active Listening:  Giving full attention to what other people are saying, taking time to 
understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

Reading Comprehension/thinking:  Understands written sentences and paragraphs in work-related documents, 

including policies, procedures and contracts.
Critical Thinking: Uses logic and reasoning to identify the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems.
Communicating with Supervisor and peers:  Provide information to supervisors, co-workers, etc by telephone, in 

written form, e-mail, or in person.
 
ABILITIES
Oral Expression: The ability to communicate information and ideas in speaking so others will understand.

Problem Sensitivity: The ability to tell when something is wrong or is likely to go wrong. .

Deductive Reasoning: The ability to apply general rules to specific problems to arrive at logical conclusions.
Inductive Reasoning: The ability to combine pieces of information to form general rules or conclusions (including 

finding relationships among seemingly unrelated events.)

Extent Flexibility: The ability to end, stretch, twist, or reach with your body, arms, and/or legs.

Manual Dexterity:  The ability to quickly move your hand, your hand together with your arm, or your two hands 

to grasp, manipulate, or assemble objects.

Multi-limb Coordination:  The ability to coordinate two or more limbs (for example, two arms, two legs, or one 
leg and one arm) while sitting, standing, or lying down. It does not involve performing the activities while the whole body is in motion.

Near vision:  The ability to see details at close range.

COMPETENCIES.  

Adaptability:  Continuing to be effective when experiencing changes in the work environment, culture, 

technology, duties and tasks, requirements, and structures.

Attention to Detail/Quality Orientation:  Exercising thoroughness in accomplishing tasks by considering all areas 
involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks.

Continuous Improvement:  Exercising continuing effort to evaluate and improve conditions, situations and 

processes, both incrementally and significantly.

Customer Focus (Internal and External):  Committing oneself to putting the customer first and consistently 
delivering the best service possible; building productive customer relationships; accountability for customer satisfaction and loyalty.

Dependability:  Being reliable, accountable and fulfilling obligations, including deadlines.

Information Monitoring:  Setting up ongoing procedures to observe, collect and keep under review all information 

needed to manage ongoing situations. 

Initiating Action: Taking prompt action to accomplish objectives, taking action to achieve goals beyond what is 

required; being proactive.

Managing Work (includes Time Management):  Committing one’s time and resources in the most economical 

manner to ensure that work is completed efficiently.

Planning and Organizing: Establishing courses of action for oneself and others to ensure that work is completed 

efficiently and according to priorities. 

Safety Awareness:  Proactively identifying and correcting conditions that affect people’s safety; compliance with 

safety standards.
High Work Standards:  Setting and maintaining high standards of performance for oneself..

PHYSICAL DEMANDS.  The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This job requires performing physical activities that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials.

Must be able to stand for significant periods of time.

Must be able to lift and move objects up to 10 pounds.

WORK ENVIRONMENT.  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Perform physical activities that require considerable use of arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling materials.

Use hands and arms in handling, installing, positioning, and moving materials, and manipulating things.
Works outdoors when required, in a hot and humid environment.

DISCLAIMER  The above is intended to describe the general content of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.

(Employee)





(Supervisor)
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