
 
Part-Time Wedding Coordinator / Parking Coordinator 

Annunciation Catholic Church 
1618 Texas Ave, Houston, TX  77003 

 
Summary: 
 

Wedding Coordinator 
The Wedding Coordinator works to safeguard the respectful use of the church 
and to assist the couples planning their weddings.  Receives calls and sets up 
conference, explains marriage in the Catholic Church and getting married at 
Annunciation, explains process, follows through with couple to monitor progress, 
completes marriage packet,  oversees primary and secondary wedding 
coordinators, maintains contact with music director, celebrant, marriage prep 
team, types up info related to wedding for the Primary Coordinator, and other 
matters as required to coordinate weddings in the Parish.  Supervises volunteer 
wedding coordinators.  May need to coordinate at rehearsal and on wedding day 
if no volunteers are available.  
 
Parking Coordinator 
Primary contact for LAM Parking (Parish vendor who manages parking lot on 
special occasions), keeps current on major Houston events that may impact 
parking, manages monitoring of back lot use, as needed, and other related 
matters. 
 

 
Education/Experience: 
 

Must have good organizational skills; Act professionally and dress appropriately 
for Catholic wedding ceremonies; Ability to communicate effectively in oral and 
written form using correct spelling, grammar and punctuation; Practicing Catholic 
with knowledge and understanding of the Catholic Church in general; Ability to 
work and relate to a variety of personalities and cultures with diplomacy, 
friendliness and poise; Ability to work in a team-oriented environment, handle 
multiple assignments consecutively and prioritize workload while meeting 
deadlines; Ability to carry liturgical books, chairs, and kneelers during wedding 
setup. 
Knowledge (or being able to and soon learn knowledge) of the basics of Canon 
Law in preparing couples for marriage, when paperwork and permissions are 
needed, etc.  Knowledge and understanding of the Catholic Church’s teachings 
on the Sacrament of marriage.  Familiarity and conformity with the guidelines and 
policies of the Archdiocese of Galveston-Houston. 

 
 
Send resume to: 
 

Lillian Kish, Office Manager 
administration@acchtx.org 

mailto:administration@acchtx.org

