
Diocese of Syracuse 

Job Description 
 

JOB TITLE:  Program Coordinator, Alpha Focus   DEPARTMENT:  Evangelization 

Supervisor:  Director of Evangelization   Exempt: No 

SUMMARY:  This position works closely with and supports the Director of Evangelization to help the 

local Church proclaim the Gospel and make missionary disciples.    Engages in significant ministry 

collaboration to develop and deliver resources, trainings and services to the evangelization community 

(pastors and parish leaders) and people in the Diocese of Syracuse. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Develops relationships with parishes in PCAs in order to deliver quality support 

 Helps pastors and parish leaders to identify and utilize evangelization strategies, resources and 

best practices 

 Coordinates efforts for the Alpha course, including promotion, training, regional events, parish 

implementation, and networking of Alpha parishes 

 Develops and prepares project based budget for Alpha initiatives 

 Coordinates events, programs, and initiatives as needed 

 Collaborates within the diocesan offices to increase the evangelizing capacity of existing 

diocesan ministries 

 Develops and maintains evangelization library and coordinates sharing of content and resources 

with parishes 

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily. 

 Practicing Catholic in good standing with a passion for the Church’s mission of evangelization 

 At least three years’ experience in parish ministry or related church service 

 Strong managerial, leadership  and supervisory skills 

 Strong oral and written communication skills 

 Administrative or project management skills 

 Demonstrated analytical skills 

 Ability to anticipate needs, establish priorities, maintain confidentiality, demonstrate discretion, 

project a positive attitude and exercise a high level of professionalism 

 Strong skills in organizing, multi-tasking, and following through in a busy, changing environment 

with little direct supervision 

 Excellent relationship-building skills with a focus on service to others 

 Strong computer skills; proficiency with Microsoft Office and ability to manage and maintain the 

departmental  database 

 Flexible work hours, including occasional availability on weekends and evenings 

 Driver license and vehicle, ability to travel within the diocese 

 Ability to lift 25 pounds 

EDUCATION AND/OR EXPERIENCE: B.A. or B.S. required. 
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The requirements listed above are representative of the knowledge, skill, and/or ability required.  

Reasonable accommodations may be made to enable individuals with qualified disabilities under the 

Americans with Disabilities Act to perform the essential functions of this position. 

 

APPROVED:       __________________________________  __________________ 

   Employee       Date 

 

  __________________________________  __________________ 

   Supervisor      Date 

 


