
St. Michael Parish ⬥ Olympia, Washington 
ARCHDIOCESE OF SEATTLE 

POSITION DESCRIPTION 

DEPARTMENT:  Liturgy   POSITION TITLE:  Steward for Music 
            
INCUMBENT:            REPORTS TO:  Pastor or Steward for Liturgical Life & 

Worship? 
!  

POSITION PURPOSE: The purpose of this position is to provide quality liturgical music that 
promotes the full, conscious and active participation of parishioners involved in the liturgical life of the 
church.  
  
DIMENSIONS: Saint Michael Parish & School has approximately 2,350 registered families and 7,000 
individuals, serving two worship sites in Olympia, Washington.   

NATURE AND SCOPE:  This position is full-time, 40 hours per week, 12 months a year.    

MAJOR DUTIES AND RESPONSIBILITIES                                                          

SUPPORTING THE PARISH STRAGETIC PLAN 

1. Incumbent is a missionary disciple and shares in the missionary work of the parish. The 
incumbent is responsible for promoting the growth of the six elements of parish discipleship 
(GROW, WORSHIP, SERVE, GIVE, CONNECT, SHARE) within their ministry and their 
volunteers.  

2. Incumbent is responsible for aligning the music ministries’ goals with the parish mission and 
strategic plan by participating in the comprehensive planning, implementation, and evaluation of 
the parish’s programs, goals, and objectives, with a specific focus on music. Incumbent serves as 
a professional resource to the staff in the area of music.  

3. Incumbent will take an active role in supporting and promoting the strategic plan, initiatives, and 
all actions meant to move this plan forward. This includes, but is not limited to, participating in 
liturgy meetings, conveying the vision of excellent music to volunteers, using tools to improve 
the music experience, and promoting and implementing the best practices for music ministry. 

PROVIDING QUALITY MUSIC THROUGH BEST PRACTICES 

1. Saint Michael Parish has a sacred responsibility to its parishioners to support them as they seek 
to WORSHIP God the Father in spirit and truth. Incumbent fully supports the parish commitment 
to provide an exceptional Sunday experience through the implementation of the parish’s best 
practices for music.  
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2. Incumbent assures that quality music is provided for parish liturgies.  This is accomplished by 
selecting music and by recruiting and scheduling musicians for Saturday Evening Mass (5 pm), 
Sunday Masses (7:30 am, 9:30 am and 11:30 am) and other major parish liturgical celebrations. 

PROVIDING QUALITY MUSIC FOR LITURGICAL CELEBRATIONS 

1. Collaborates with the pastor, and other staff members (e.g. Steward for Liturgical Worship, 
Principal, School Music Teacher, other choir directors and Steward for Confirmation, etc.) to 
ensure appropriate music for all parish sacramental celebrations, to ensure the evaluation of the 
music program as a whole, and provide needed assistance to colleagues.  This includes 
consulting with appropriate School personnel regarding liturgical music and the development of 
choir groups for liturgy. 

2. Facilitates the participation of the parish community in singing at liturgical celebrations.  
Incumbent selects and develops worship aids for the assembly, and provides opportunities for the 
assembly to participate through sung prayer. 

3. Provides assistance and music for all weddings and funerals.  Incumbent develops and maintains 
a resource list for organists, soloists, and other musicians available to perform at these functions. 

OTHER RESPONSIBILITIES 

1. Serves as a staff liaison to the Liturgical Life and Worship Commission.  This is accomplished by 
working with the Steward for Spiritual Life & Worship and Commission co-chairs to create 
agendas, by attending meetings and by completing work as requested by the Commission and 
approved by the supervisor. 

2. Assures the supervision of all paid music personnel including the Westside choir director and 
LIFE TEEN band director.  This is accomplished by participating in the recruitment and hiring 
process, and by training, motivating, supporting, scheduling, evaluating and recommending 
termination when appropriate; and by developing a system of evaluation of performance, 
abilities and needs of the volunteer music ministers. 

3. Incumbent attends weekly liturgical planning meetings with the Pastor, Pastoral Vicar, Steward 
for Spiritual Life and Worship, and other choir directors for the purpose of liturgical review and 
planning.   

4. Incumbent assures that the pianos and organ receives annual turn-ups and any needed 
maintenance and assures the purchase of any copyright permission. 

PROGRAM DEVELOPMENT & IMPLEMENTATION 

1. Incumbent coordinates the development and implementation of a music program for the parish.  
This is accomplished by collaborating with the pastor, the Steward for Spiritual Life and 
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Worship, and other appropriate liturgical staff members, in planning and organizing appropriate 
music for Sunday and seasonal liturgical celebrations.   

2. Incumbent implements the music program, including music selections, musicians, and singing, 
either with a choir or with cantors, and the development of adult and children’s choirs as 
appropriate.  All of the work is accomplished in collaboration with the Spiritual Life & Worship 
Commission and the parish music planning team who help to set program direction and policy. 

RECRUITMENT & SUPPORT OF MUSIC VOLUNTEERS 

1. Incumbent recruits, trains, and supports these parish ministers of music, including the cantor/
leaders of song, and choral groups.  Incumbent facilitates opportunities for parish ministers to 
develop and enhance their personal faith growth.  Incumbent is responsible for scheduling 
practices and assuring accompanists and music are available. 

2. In collaboration with the Parish Safe Environment Coordinator, coordinates the screening and 
training of volunteers in accordance with all Archdiocesan & Parish Safe Environment standards.  
This is accomplished by implementing the Archdiocese system, which insures that those 
volunteers in specific roles with children and other vulnerable groups undergo a background 
check, and receive further training on professional ethics. 

3. Assures the proper evaluation of all volunteers under this position’s care.  This is accomplished 
by reviewing and assessing volunteer performance and the suitability of the placements.   

Assures the support of all music ministers by providing opportunities for them to GROW, 
WORSHIP, SERVE, GIVE, CONNECT and SHARE. This may include, but is not limited to 
treat day(?), opportunities to pray, to socially connect and to grow in their faith.  

PROGRAM MANAGEMENT 

1. Prepares bulletin & pulpit announcements, website materials, intercessions and correspondence 
for Music Ministry. 

2. Maintains a level of knowledge and skills required for the ministry.  This is accomplished by 
reading, establishing regular practice times, and attendance at workshops and conventions.  
Incumbent also participates in regional, Archdiocesan and National Professional organizations, 
as approved and as appropriate. 

3. Assures the music budget is prepared and submitted in a timely manner.  When budget is 
approved, assures the monthly monitoring of income and expense and authorizes all expenditures 
for that budget. 

4. Assures the maintenance and proper use of the music library. 
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Accepted: Signed 

Name                      Date   Christopher W. Peterson   Date 
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