Staff Job Descriptions
Coordinator of Children & Family Ministry

Status: Part-Time, 15 Hours per Week
Reports To: Head of Staff / Senior Pastor
Age Group Focus: Birth through Grade 3 and their Families

POSITION SUMMARY
The Coordinator of Children and Family Ministry serves as a dedicated advocate and caregiver for the youngest members of our congregation and their families. This role is grounded in the conviction that faith formation begins in the earliest years of life and that the church plays a vital role in walking alongside parents as the primary spiritual nurturers of their children. This person will create safe, joyful, and spiritually rich experiences for children from infancy through third grade.

SUNDAY MORNING MINISTRY
1. Collaborate with Jamese and others to develop and lead engaging, age-appropriate Sunday morning programming for children birth through Grade 3
1. Ensure Sunday programming reflects sound theology, a love of Scripture, and a welcoming atmosphere
1. Recruit, train, and schedule volunteers to support Sunday classrooms and nursery
1. Maintain appropriate teacher-to-child ratios and uphold all Safe Church policies
1. Communicate regularly with parents about curriculum, their children’s experience, and ways to reinforce faith at home

PROGRAMMING & FAMILY MINISTRY
1. Develop and lead additional children’s programming throughout the week to build community and deepen faith
1. Create opportunities that connect families with one another and with the broader life of the congregation
1. Identify and respond to the pastoral and relational needs of families with young children
1. Explore creative formats (family nights, parenting workshops, take-home resources) that equip parents in their role as faith-formers

VACATION BIBLE CAMP (VBC)
1. Serve as the primary coordinator and leader for the congregation’s annual Vacation Bible Camp in the summer
1. Select curriculum, recruit and train volunteers, manage logistics, and create a memorable and meaningful experience
1. Partner with the Coordinator of Youth and Communications and the Director of Congregational Life to leverage shared volunteer networks and event support
1. Evaluate the program after each year and bring recommendations for improvement

VOLUNTEER RECRUITMENT & DEVELOPMENT
1. In collaboration with the Coordinator of Youth and Communications and the Director of Congregational Life, recruit, equip, and support volunteers who serve children’s ministry across all programming
1. Create a culture of volunteer ownership and investment in the spiritual formation of children
1. Provide regular communication, appreciation, and support to those who serve

QUALIFICATIONS
1. A vibrant Christian faith and a clear calling to children’s and family ministry
1. Experience working with children in a church, school, or childcare setting
1. Strong organizational and planning skills with attention to detail
1. Warm, patient, and creative approach to working with young children and families
1. Ability to build trust with parents and communicate with care and clarity
1. Willingness to collaborate closely with other staff members and volunteers
1. Must pass a background check and adhere to church Safe Church policies
1. Coursework or training in Christian education, childhood development, or related field preferred

WORKING RELATIONSHIPS
The Coordinator of Children and Family Ministry reports to the Head of Staff and works in close partnership with other members of the staff. All are expected to function as a cohesive ministry team, coordinating intentionally around volunteer support, summer programming, and the overall rhythm of congregational life.
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