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Job Description 

Purpose:  
The hospitality minister is the official host of the Eucharist celebration-someone whose presence, conversation and 

actions speak a genuine desire that all who come to the liturgical event enjoy their time together.  This ministry 

requires a person who can provide a warm, welcoming environment consistent with the faith statement of the St. 

Sebastian community. The normal liturgical service at St. Sebastian's requires six hospitality ministers to properly 

fulfill the duties described below.  Christmas and Easter celebrations require eight ministers due to the increased 

number of parishioners attending. 

 

A copy of this handbook will be kept in the Usher stand in the center aisle at the back of church ((see page 7, Church 

Layout: Usher Stand #1). 
 

Duties: 

Prior to Mass 
1. Prior to the liturgy, check to see that enough materials (orders of worship/bulletins) are available in sufficient 

quantity. Orders of worship should be made available at the usher’s stands before the celebration. Ensure that 

bulletins are NOT on the usher’s stands until after Communion. 

2. Ensure that fonts containing holy water are full. 

3. Before the first Mass of the weekend liturgies (8am), retrieve the bulletins from the parish house dining room. 

Get the key to the parish house from the sacristan. 

4. Bring the basket containing the financial offering (envelopes) back from the altar (from the preceding Mass) if 

it’s not already under the usher’s table in the center aisle (see Church Layout Usher Stand #1). 

5. Verify that the at least six collection baskets are available under the main usher’s table in the center aisle at the 
back of church (see Church Layout Usher Stand #1). 

6. All ushers should report to the lead usher upon arrival. Ideally, seven ushers should be available for the first 

floor area and two more located in the balcony, if the balcony is being used.  If you don’t have enough ushers, 

ask for help from the parishioners. 

7. Assign ministers to positions for handing out orders of worship and for the collection. 

8. Welcome parishioners as they enter the church.  This is the most crucial role the hospitality minister plays-to 

help create an atmosphere most conducive to the act of worship: that is, to make people feel that you are 

genuinely glad they came and that their presence is important. Exchange greetings with people you know and 

encourage conversation with someone you don't know.  

9. It is the hospitality minister's responsibility to select a family or couple to present the gifts. This is usually done 

during the welcoming.  Explain the cues for timing (e.g. near the beginning of the collection have the family go 
back by the gifts and wait for the priest to stand in front of the altar before bringing the gifts forward). 

10. For those requiring seating assistance, seat people solidly and close together, beginning in the front part of the 

church.  

11. Prepare the plastic bag for the financial collection. Plastic bags are located in the Usher’s closet (see Church 

Layout: Usher Closet). The bag number, date and time of Mass and person responsible for collection should be 

recorded on the audit sheet located at usher stand #1. 

During Mass 

12. If baptisms are performed during the liturgy, they usually occur after the homily and hospitality ministers are 

sometimes asked to assist the priest in two areas; first is the lighting of the baptism candles with the baptismal 

families and second is the sprinkling rite. Water buckets are located at the baptismal font. The priest will 
sprinkle one side of the church, moving from the front to the back of church, while the hospitality minister 

sprinkles the other side of the church, returning the bucket to its original location when done. 

13. The collection of money offerings is performed after the Prayer of the Faithful.  Six ministers assist with 

collection; one minister is assigned to each of the two front sets of pews and two ministers are assigned to each 
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of the forward facing pews. The collection begins when the two front ministers and two of the four main pew 

ministers walk down the center aisle, while the other two main pew ministers walk down the side aisles.  All of 

the money offerings should be gathered in one of the plastic bags located in the usher closet and taken to the 

appropriate secure location by two ushers. Please ensure that the bag number, date and time are recorded on the 

audit sheet located at usher stand #1. 

14. During the sign of peace, be sure to exchange a greeting with strangers or newcomers as well as with those you 
know. 

15. Guide the communion procession and participate in the communion song appropriate to the procession.  Four 

ministers are needed for the communion procession, two for the 2 front set of pews and two for the 2 forward 

facing set of pews.  Ministers should proceed down the center aisle and assume positions just before the 

Eucharist ministers take their positions for the distribution of communion (see Church Layout: Communion 

Stations). 

16. Set out the bulletins at each of the six usher’s stands during the distribution of Communion.  Place some 

bulletins in the plastic box (noted as “Bulletin”) on the wall in the back of church (see Church Layout: Usher 

Stands). 

After Mass 
17. Standing at the end of the aisles after the liturgy, hand out copies of any material to be distributed (i.e. bulletins, 

market day, sign up sheets) and encourage parishioners to attend any activities that may be occurring 

immediately following Mass. 

18. Bring back the basket containing the financial offering of envelopes.  Turn off lights on the side aisles and at the 

back of church, including the men’s and ladies’ rest rooms. 

19. Return song books to their racks and orders of worship to usher stands 

20. Lock all Church doors after the 10:30 a.m. Mass and return the keys to the sacristan. Note: this is not applicable 

to 8:00am and 6:00pm Masses. 

21. The most effective hospitality minister keeps in mind that he/she is first of all a member of the community, 

singing with everyone when singing is called for, praying with everyone when praying is called for, and 

listening with everyone when listening is called for. 

Seasonal activities 

Lent and Easter 

Ash Wednesday 

 Receive ashes 

 No collection 

 Holy Communion 

Palm Sunday 

 Hand out palm branches before the start of Mass 

Holy Thursday 

 Presentation of the Blessed Oils 

 Washing of the feet 

 Collection – St. Vincent de Paul 

 Holy Communion 

 Adoration of the Blessed Sacrament 

Good Friday 

 Veneration of the Cross 

 Collection – Holy Land 
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 Holy Communion 

Holy Saturday – Easter Vigil 

 Lighting of the fire to start Vigil will occur at gathering space entrance on 54
th

 St 

o Backup sites are Washington Blvd main entrance or balcony (inclement weather) 

o After the lighting of the fire, parishioners will process south on 54th St to front of church 
o Guide parishioners to the front and side church entrances  

 Get Easter Vigil candles from Reconciliation room, hand out before Mass, collect after Mass, and 

return to Reconciliation room 

 Bring flashlights; lights are shut off prior to start of Mass 

 Presentation of the Gifts and sprinkling rite will be coordinated by Religious Formation team 

 Baptisms, Rite of Christian Initiation occur during this Mass 

Easter Sunday 

 Crowd control 

 Ensure balcony is open for overflow 

Easter Season 

 Sprinkling rite 

First Communion 

 Usually occurs on two Sundays in mid-May at 10:30am Mass (Sunday before and after Mother’s 

Day) 

 Front pews are designated for First Communicants and their families 

 Assist with lighting of the baptismal candles 

 Gifts are brought up by First Communicants 

 Communion procession for the east/west transepts use the center aisles of those sections 

8th Grade Graduation 

 5pm Mass on one Saturday in late May – usually need a few ushers to assist 
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FAQ 

Broken Kneelers 
The maintenance staff should be notified of any broken kneelers ( Bryan Kirkpatrick or Herb Vento) at 414-453-

8909. Detached, broken kneelers should be placed in the southeast corner nook by the gathering space (see Church 

Layout: Usher Stand #5),  

Child Care 
Child care is no longer available for children due to low usage 

Emergencies & Illness 
For any true emergency situation, please call 911 from the phone located in the sacristy or the multipurpose room. 

Dial 9 for an outside access before dialing the number.  

 

The first aid kit is located at usher stand #5 (see Church Layout: Usher Stand #5).  

 

For those who become physically ill, there is a mop and a powder that can be applied to the affected area. Both are 

located in the usher’s closet in the back of church. 
 

A defibrillator is located in the northwest corner of the gathering space for life threatening cardiac situations (see 

Church Layout: Defibrillator). 

 

Orange juice is available in the sacristy refrigerator for diabetics. 

First Aid Kit 
The first aid kit is located at usher stand #5 (see Church Layout: Usher Stand #5). 
 

Financial Envelopes 
Green envelopes are available in the center aisle usher stand for parishioners who wish to use an envelope to make a 

financial contribution (see Church Layout: Usher Stand #1). 

 

Late envelopes may be placed in the mail slot located at the front entrance of the parish house. 

Handicap Seating 
Seating for those who have mobility problems is located in the first two center aisle pews on the 54th street side of 

the church. 

Hearing Aides 
Hearing aides are available to those who have trouble hearing the liturgy. They are generally stored in a tackle box 

located on the lower shelf of the usher’s stand in the gathering space (see Church Layout: Usher Stand #6). 

Lost & Found 
The lost & found basket is located by usher stand #5. Please note the items in Lost & Found are recycled on a 

monthly basis (see Church Layout: Usher Stand #5). 
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Maintenance Staff 
Contact the maintenance staff ( Bryan Kirkpatrick or Herb Vento) at 414-453-8909 for assistance with immediate 
needs, such as plumbing problems, heating, locked doors, etc. 

Security 
Because we want to ensure that the church is secure, we ask that one hospitality minister be responsible for locking 

the church doors after the 10:30am Mass (only). Keys can be obtained from the sacristan or Mike Kamenski. Only 

the church doors should be locked; access to the gathering space should not be changed. Turn off lights in the church 

bathrooms, front entrance, and hallways. 

Supplies 
Please note that the following supplies should be available in one of two places - the usher’s closet located in the 

back of church or the usher’s tables. If replacements are needed, contact the Maintenance Staff. 

 

Usher’s Closet 

 First Aid kit 

 Plastic money bags 

 Toilet paper 

 Mops 

 Pencils 

Usher’s Stand 

 Rubber bands 

 Financial envelopes 

 Matches 
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Church Layout 
 

 


