
 
 

Music Director 
Job Description 

Reports to: Coordinator of Liturgy & Stewardship. 

Status: Full-time (40 hrs./week), exempt; eligible for diocesan health insurance and retirement 
plan. 

Work Schedule: Includes evening, weekends, Holy Days, some holidays. 

To Apply: Send cover letter, resume/CV, and two references to Deacon Phil McCarty 
liturgy@stfrancisbend.org 

Summary 

The Music Director leads and coordinates all aspects of liturgical music in the parish, fostering 
full, conscious, and active participation of the faithful by leading vibrant, prayerful, and 
theologically sound music in accordance with the Roman Rite and diocesan norms. The director 
plans and oversees music for Sunday and Holy Day Masses, sacramental celebrations, liturgical 
seasons, funerals, weddings, School Masses, and special parish events; trains and leads the adult 
choir, children’s choir, cantors, and instrumentalists; collaborates with clergy, liturgy committee, 
and parish staff to support worthy, reverent, and accessible worship. The Music director must be 
available to work evenings and weekends, particularly for Sunday and Holy Day Masses, choir 
practices, occasional meetings, and other parish celebrations. 

Qualifications/Experience 

 Practicing Catholic preferred.  

 Must be in good standing with the teachings of the Roman Catholic Church. 

 Formal training in sacred music; bachelor’s or master’s degree preferred. 

 Demonstrated knowledge of Roman Catholic Liturgy. 

 Experience directing church choirs, cantors, and leading congregational singing. 

 Proficiency as a pianist and/or organist; strong vocal leadership. 

 Experience recruiting, forming, and retaining volunteers for parish music ministry. 

 Bilingual (English/Spanish) preferred. 

 Proficient in Microsoft 365 products; comfortable using on-line tools for planning and 
selecting music. 

 Must successfully complete and maintain diocesan Safe Environment training and 
certification including background check. 

Office of Liturgy & Stewardship 



Job Duties include but are not limited to the following: 

 Responsible for the entire liturgical music program of the parish. Supervises paid 
accompanists (3); volunteer cantors (14); volunteer instrumentalists including guitars, 
flute, violin, saxophone (7).  

 Oversee the Hispanic music team, including 4 music leaders (guitar and/or keyboard).  
Hispanic Choir (10) sings three of four Sundays a month and is led by rotating music 
leaders.  Music leaders choose the repertoire.  Collaborate with the Hispanic music leaders 
to provide music for occasional bilingual Masses (Thanksgiving, Triduum, First 
Communion, Confirmation).  

 Select music for four sung Masses each weekend (three with cantor; one with Adult Choir). 
Prepare liturgy planners (Liturgy.com/ocp) and distribute planners to accompanists, 
cantors, choirs, and instrumentalists. Music is chosen based on the appropriateness of the 
text in relation to assigned readings and liturgical season, musical style and artistic quality.  

 Serve as organ and/or piano accompanist for one or two Masses each weekend.  
Accompany most Holy Days Masses and special liturgies.  

 Prepare approximately 235 liturgies per year. In addition, prepare funeral liturgies and 
wedding liturgies (approximately 20-30 of each per year).  

 Recruit accompanists, cantors and instrumentalists for all funerals and weddings. Serve as 
the accompanist for approx. 40% of weddings and funerals per year (paid additional 
stipend). Contact and assist families and couples with selecting music and musicians as 
appropriate.   

 Create quarterly Cantor and Accompanist schedules. Recruit substitutes for cantors and 
accompanists as needed.  Submit monthly timesheets from paid accompanists.  

 Maintain and develop the parish Cantor program.  Recruit, train and schedule cantors for 
all parish liturgies.  Provide vocal coaching to cantors as needed. 

 Maintain and develop the parish choral program.  Recruit, organize and direct the Adult 
Choir to sing on Sundays, Feast Days and other major celebrations. Accompany and direct 
the Adult Choir rehearsals.  

 Recruit, organize and direct the parish Children’s Choir (grades K-5). Prepare the 
Children’s Choir to lead the Sunday 10:00 AM School Masses, approx. 6-8 times per year. 
Prepare the Children’s Choir to lead Wednesday morning School Masses approx. 6 times 
per school year.  

 Develop and maintain a choral music library of liturgically and musically appropriate 
repertoire for adult, youth and children’s choirs including repertoire for cantors and 
instrumentalists.  

 Develop the musical life of the parish by offering seasonal choral concerts, annual 
Children's Choir musical program, and educational opportunities when possible.  

 Responsible for researching and staying current on music licensing best practices and fees 
(One License).  



 Oversee the care of the parish’s musical instruments, including three pianos and one hybrid 
organ at 27th Street: one piano and one pipe organ at Historic Church.  Coordinate 
scheduling for tuning and maintenance.  

 Oversee the care and maintenance of the sound systems and microphones at both churches. 
Troubleshoot issues with microphones and other sound equipment. Work closely with a 
professional audio technician (a parishioner) to solve problems and replace or purchase 
new equipment.  

 Engage in professional development opportunities to strengthen and enhance musical and 
liturgical knowledge. Research and study new music and resources for congregational 
singing and choral ensembles.  

 Assist the Director of Faith Formation with the music component for Vacation Bible 
School program.  

 Maintain keyboard skills through regular organ and piano practice; engage in score study 
and prepare lesson plans for all choral rehearsals.  

 Attend weekly Liturgical staff meetings and seasonal Liturgy committee meetings.  

 Maintain pastoral communications with members of the Music Ministry and the parish at 
large (phone calls, emails, meetings).  

 Recruit and train volunteers to assist with music library maintenance.  

 Produce (assemble and photocopy) weekly choral music packets for the Adult Choir.  

 Prepare music (copies of choral parts and accompaniments, psalm settings, instrumental 
parts).  

 Stay informed on liturgical changes and directives and communicate these with music 
ministry leaders. 


