POSITION DESCRIPTION
TITLE
DATE

Project Gabriel Director
December 2021

DEPARTMENT
LOCATION

Client Services
CPLC Addison Office

GENERAL INTRODUCTION
The position of Project Gabriel Director exists primarily to assist with carrying out the mission
of the Catholic Pro-Life Community. All employees and volunteers of the CPLC are to exercise
faithful stewardship of the time, talent, and resources at their disposal and those of their coworkers in achieving the results that will be most worthy of the prayers, sacrifices, and
generosity of our supporters.
SUMMARY OF POSITION
The Project Gabriel Director is a 30 hour a week position that includes some evenings and
Saturdays throughout the year. The person in this position directly supervises the activities
of the Gabriel Angel Coordinator, Project Gabriel Resource Coordinator, and the GEMS
Coordinator (education program) and indirectly, the Gabriel Angel and Coach volunteers who
befriend and mentor mothers facing an unexpected, stressful, or at-risk pregnancy as well as
those registered in the educational program. The Project Gabriel Director reports to the
Director of Ministries of the Catholic Pro-Life Community.
Essential Responsibilities and Duties
•

•

•
•
•
•
•

Oversee the administration of the Project Gabriel Ministry such as hiring team
members, advising, and assisting the Project Gabriel staff, creating awareness and
building relationships among different agencies and organizations.
Compile, report, and track ministry updates; create and submit a ministry budget
(monitor, and authorize expenditures throughout the year), and develop new and or
better ways to further the ministry
Schedule and conduct Gabriel Angel Trainings (two in English and two in Spanish per
year) as well as “Grow in Gabriel” (ongoing education talks for current Gabriel Angels)
Work with GEMS Coordinator and Project Gabriel Assistant to expand the educational
program and approve scholarship awards.
Work and interact with other ministry directors and department directors
Support and participate in events that generate funds for the ministry
Follow all budgetary and internal policies and procedures of the CPLC.
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Key Qualifications:
• Bilingual (English/Spanish preferred)
• Acceptance of the magisterial teachings of the Catholic Church with detailed
understanding of the teachings on the life issues
• Ability and desire to support the mission of the Catholic Pro-Life Community and the
Church
• Catholic and active membership in a parish in good standing with the Church
• Demonstrated excellent verbal and written communication skills
• Ability to work cooperatively, project manage and delegate authority to others
• College education
• Skills with Microsoft Office (Word, Excel, Power Point)
• Reliable transportation
• E-mail and Internet access
• Understanding of and compliance with the Diocese’s Safe Environment Program

The above statements are intended to describe the general nature and level of the work being
performed by people assigned to this position. They are not to be construed as an exhaustive
list of all responsibilities, duties, and skills required. All representatives of the Catholic ProLife Community may be required to perform duties outside of their normal responsibilities
from time to time as needed.
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