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Our Values 
We are one team with one purpose. 

We express our love for Jesus Christ through service. 

We create an irresistible environment. 

Standards 
Show Up! Fulfill your role on the team! 

Be joyful! 

Be prepared! 

Be a minister and worship! 

 

ROLE 
To serve our parish by providing a warm, welcoming atmosphere to guests and our parish 

community. Your cordial and generous attitude will encourage people to stay and socialize.  

 

PREPARATION BEFORE MASS  

1. Arrive 30 Minutes Before Mass. 

a. Register on the sign-in sheet outside the Vesting Sacristy. (If you are unable to serve, 

please find a substitute from the distribution list you have received from the staff.) 

b. Pick up a nametag from the back room of the kitchen.  

2. Arrange the Serving Table.  

a. Paper cups and napkins can be found in the Seton Hall kitchen in the lower cabinets next 

to the refrigerator and freezer. If more are needed, the closet located next to the kitchen in 

the downstairs social hall has a supply of paper products.  

b. Serve coffee in the blue St. Elizabeth mugs found on a cart in the back room of the 

kitchen. Avoid using Styrofoam. 

3. Prepare Coffee.  

a. Use two large coffee pots, one for regular and one for decaf.  

b. Fill the coffee maker with water. Assemble its innards, using a filter (and making a hole 

in its center). 

c. Add coffee, using the measuring cups in the labeled cupboard. (Measurements for the 

larger pots are posted on the bulletin board.) 

d. Put the lid on, and plug in the pot.  

e. During the summer, you may want to just use one of the 12-cup coffeemakers located in 

the back room of the kitchen. 

4. Make Juice.  

a. Each bag of juice mix makes 2 gallons. Follow the directions on the bag. Use the marked 

gallon-sized pitchers in the cabinets to help you fill the large thermal container. 

b. Ice for the juice is available in the ice machine in the back room off the kitchen. (Make 

sure to use the scoop, and always store the scoop on top of the machine—not in the ice.)  

c. Set the thermos out on serving table with a gallon-sized ice cream bucket under the spout 

to catch drips. 

5. Prepare Recycling Area.  

a. Place a large gray tub on the top right of the recycling/garbage cabinets with an ice cream 

bucket inside each tub.  

b. Used coffee mugs are placed in the tubs with liquids emptied into the buckets.  



c. Ensure that there are can liners in both the recycling and garbage cans in the two 

cabinets. Large liners are located on a shelf above the ice machine in the back room of 

the kitchen.  

d. Recycle paper cups, minimally soiled napkins, and the cardboard donut boxes. Styrofoam 

is not recyclable; please do not use. 

6. Special Instructions: Always use gloves (found in the cupboard by the dishwasher) when 

handling food. 

a. 5:00 p.m. Mass – Arrange two boxes of cookies (found in the freezer in the Seton Hall 

kitchen) on two large plastic trays. (We have a standing order for cookies, but if we are 

low, please let the parish staff know by leaving a note on bulletin board in the kitchen.) 

b. 8:30 a.m. Mass – Donuts will be picked up at Hy-Vee by individuals assigned to this 

task. Hospitality ministers are not required to pick them up. 

c. 11:00 a.m. Mass – Coffee pots in the kitchen will be left plugged in from the 8:30 Mass. 

Add ice to the juice. If drinks are low, make new coffee and/or juice. If the donut supply 

is low, cut them in half; if needed, add a tray of cookies from the freezer.  

 

FINAL SONG  
Leave Mass after Father gives the final blessing. There is no need to leave any earlier. It’s okay 

to have people waiting while you finish setting up. 

 
AFTER FINISHED SERVING  
1. Tables and Counters: Wipe serving tables, the round tables, and the kitchen counters. Please 

be attentive to tidiness. 

2. Floors: Use the Bissel sweepers to pick up larger crumbs on the carpeting in Seton Hall. Use 

the Swiffer wet mop to wipe up kitchen spills. 

3. Washing Dishes: Clean up coffee mugs and place dirty mugs in the dishwasher racks. Wash 

mugs after each Mass. Directions for the dishwasher are posted on the cabinet door above the 

dishwasher. The wash cycle is complete in 90 seconds; run more than one load if needed. 

Rinse out the gray tubs and buckets. 

4. Special Instructions. 

a. 5:00 p.m. Mass  

▪ Dispose of remaining coffee and juice.  

▪ Rinse and dry coffee pots and juice containers.  

b. 8:30 a.m. Mass  

▪ Save refreshments for the 11 a.m. Mass.  

▪ Take out the inside parts and grounds of the coffee pots. Plug in the pots in the kitchen. 

c. 11:00 a.m. Mass  

▪ Wash coffee pots and juice containers when finished for the day. Be sure to run soap 

and water through the juice dispenser to prevent mold.  

▪ Empty the wastebaskets and recycling containers in Seton Hall and the adjacent 

restrooms. Replace liners as needed. Small trash can liners can be found in the cabinet 

opposite the bathrooms. Large garbage can liners are on a shelf above the ice machine 

in the back room of the kitchen. Take garbage to dumpster outside. 

▪ Take the bags of recycled materials out of the recycling cabinets. Replace the liners in 

all of the empty containers. Take the recycling bags and donut boxes downstairs to the 

recycling container just inside the gospel room hallway.  

 

Thank you for a job well-done! 


