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PASTORAL ASSOCIATE (OUTREACH) – POSITION DESCRIPTION

Overview
· Pastoral Associate (Outreach)
· Camberwell East: St Dominic’s Parish
· Permanent part-time: 14 hours per week (flexible hours)

About us
St Dominic’s is a welcoming community of Catholic Christians who have an outward focus on evangelization and social justice. The Parish celebrated its centenary in 2024 and has been in the care of the Dominican friars from the beginning.
The primary purpose of this role is to assist the Parish Priest in carrying out the evangelizing mission of the Parish.  There is a probationary period of six (6) months after which the position will be offered on a permanent basis or employment terminated.  There may be an opportunity for an expanded role in the near future.

About the role
The Pastoral Associate (Outreach) develops the pastoral and spiritual life of the Parish.  Working closely with the Parish Priest, Parish and School Staff, and volunteers, the Pastoral Associate (Outreach) works to grow the Parish in faith and number by building and deepening the network of pastoral relationships in particular the school and youth, and developing and implementing outreach initiatives, with sound pastoral practice.

The main responsibilities of the Pastoral Associate (Outreach) include but are not limited to the following:

Evangelization and Outreach
1. Maintain and implement the Parish’s outreach strategy.
2. Provide pastoral leadership and coordination of outreach initiatives with the Parish Priest.
3. Take a proactive role on the Parish Pastoral Council.

Faith Formation and Resources for Adults
1. Deliver programmes which conclude with the celebration of the Rite of Christian Initiation of Adults (RCIA).
2. Provide opportunities for the continuing faith formation of adult parishioners: e.g. retreats during key seasons, short courses, conferences, study days.
3. Keep the Parish’s details in local community guides updated.
4. Develop and distribute faith resources to parishioners, including e-newsletter and Annual Newsletter.
5. Coordinate the Parish’s website content and social media presence with staff and volunteer involvement.

Schools and Youth
1. Deliver programmes which conclude with the celebration of the Rite of Christian Initiation of Children (RCIC).
2. Develop and implement the Parish’s youth programme.
3. Provide opportunities for the continuing faith formation of school-age parishioners: e.g. youth group, study days, service opportunities.
4. Maintain and develop pastoral relationships with school communities.
5. Take a proactive role in the Parish+School staff Faith Development Team (FDT).

Community Spirit
1. Be a visible participant in Sunday masses, parish events, and programmes.
2. Liaise with ministry coordinators and group leaders.
3. Organise occasional events of common interest and reunion-style events for families of new Catholics and recent initiates.

General Duties
1. Perform other duties as requested.

Key Relationships
Parish Priest, Pastoral Associate (Catholic Life), School Principal, School Religious Education Leader (REL), Parish Staff, Safeguarding Committee Chair, Parish Pastoral Council, Ministry Coordinators and Group Leaders

Reports to
Parish Priest

Oversees
Not applicable, except assisting with mentoring Dominican student brothers when engaged in pastoral work in the parish

Key Competencies
1. Minimum of three (3) years’ experience in a similar administration role
2. Demonstrated active and passionate commitment to the evangelizing mission and values of the Catholic Church
3. Excellent administration and time management skills
4. Strong communication skills and pastoral sensitivity
5. Strong on initiative and excellent attention to detail
6. Ability to work with minimal supervision and close collaboration
7. Strong PC and IT skills, in particular Microsoft Office, and preferably Wix
8. Demonstrated commitment to service and a willingness to be accountable for their performance

Other Requirements
1. Valid Working with Children Check
2. Police Check
3. Annual acknowledgement of the expectations and responsibilities outlined in the Safeguarding Children and Young People Code of Conduct
4. Successful annual completion of the Catholic Archdiocese of Melbourne’s Safeguarding Essentials online training module

The Archdiocese is committed to the safety, wellbeing, and dignity
of all children and vulnerable adults.
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