Position Title
Page 3

Employer Name
POSITION SPECIFICATION

TITLE:




 
ENTITY:




DATE:





REPORTS TO:
 



INCUMBENT:




ENTITY: 
REQUIRED LANGUAGE FOR AODMC:
The Archdiocese of Denver Management Corporation (the Management Corporation) is a Colorado nonprofit corporation that provides business and ministry management services to the Archdiocese of Denver (the Archdiocese), a Colorado corporate sole, the parishes in northern Colorado and various other ecclesiastical entities, pursuant to service agreements.
REQUIRED LANGUAGE FOR AOD:
The Archdiocese of Denver serves the Catholic Community of Northern Colorado and its various parishes, missions, apostolates, and schools.

REQUIRED LANGUAGE FOR PARISH:
The Parish is a Colorado nonprofit corporation that provides ministry services to (parish area).

	Supervisory:
	
	
	Eligible for Overtime:
	
	
	Pay Type:

	   Employee(s)
	
	
	   Yes
	
	No
	
	
	   Salaried Exempt:
	

	
	
	
	     If No, FLSA status:
	
	
	   Salaried Non-Exempt:
	

	
	
	
	          Professional
	
	
	   Hourly, Non-Exempt:
	

	
	
	
	          Administrative
	
	
	
	

	
	
	
	          Executive
	
	
	
	

	
	
	
	          Other
	
	
	
	


THE POSITION:  [Type a summary objective of the job (overall purpose/responsibility-why does this job exist and what is this position expected to accomplish?). List the general responsibilities and descriptions of key tasks and their purpose, relationships with customers, coworkers, and others, and the results expected of incumbent employees.]
ESSENTIAL DUTIES:
· [Type a description of the essential roles, responsibilities and activities a candidate can expect to assume in this position (focus on primary need and principle activities in order of importance), using the Bulleted List style.]

· [continue entering duties in bulleted list format]
EDUCATION AND EXPERIENCE: 

· [Type the educational background that a candidate should have when applying for position (state the education, training and technical skills) using the Bulleted List style.]

· [continue entering education and experience in bulleted list format]
COMPETENCIES AND QUALIFICATIONS: (select one option-Catholic or Non-Catholic)
· [Type a description of the work experience that a candidate should have when applying for position. Use the Bulleted List, and choose one option Catholic OR Non-Catholic status required language listed below (choose both bullet points under each option and delete the option not selected).]
SPECIFIC LANGUAGE FOR “CATHOLIC STATUS REQUIRED”:
· Be a fully initiated Catholic in the communion of the Catholic Church and intentionally living out the five precepts of the Church (CCC 2041-2043);

· Refrain from promotion or approval of, or the living out of, any conduct or lifestyle that would reflect discredit or disgrace on, or cause scandal in relationship to the Archdiocese of Denver, or considered to be in contradiction with Catholic doctrine or morals;

SPECIFIC LANGUAGE FOR “NON-CATHOLIC STATUS REQUIRED”:

· Have a positive and supportive attitude toward the Catholic Church, her teachings, and her work;

· Refrain from public promotion or approval of any conduct or lifestyle that would reflect discredit or disgrace on, or cause scandal in relationship to, the Archdiocese of Denver, or considered to be in contradiction with Catholic doctrine or morals;

~
[continue entering additional competencies and qualifications in bulleted list format]
PHYSICAL REQUIREMENTS:
· [Type a description of the special demands (working conditions/environment, hazards, equipment). Include any extraordinary conditions applicable to the job (i.e., heavy lifting, exposure to temperature extremes, prolonged standing, or travel) and activities a candidate can expect to assume in this position, using the Bulleted List style.]

· [continue entering physical requirements in bulleted list format]
Approvals 
Direct Supervisor: 

Name ________________________________________________________ 

Signature _____________________________________________________ 

Date _________________________________________________________ 

Human Resources: 

Name ________________________________________________________ 

Signature _____________________________________________________ 

Date _________________________________________________________ 

Reviews 
Employee Review: 

I have read and understand the responsibilities of my position as described in the preceding job description. 

Name ________________________________________________________ 

Signature _____________________________________________________ 

Date _________________________________________________________
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