JOB DESCRIPTION

Position:
Childcare Director

Responsible to: Minister to Preschool and Children

Purpose: To work with the Nursery Department leaders both paid and volunteer in creating an efficient, clean safe nursery with a loving atmosphere in which babies can grow and begin to learn of the love of God, as well as to coordinate the scheduling of paid childcare (birth to 5th grade) to support the various ministries of the church.

I. Job Requirements

A. Character – The Childcare Coordinator is to be of highest personal character and commitment to God.  He/she is to lead by righteous example  (I Timothy 3:1-7 and Titus 1:5-9).

B. Training – The Childcare Coordinator should participate in regular ongoing training pertaining to his/her area as opportunities arise as well as schedule training opportunities for the childcare workers.

C. Experience – The Childcare Coordinator should have some experience as a childcare worker.

D. Motivational Gifts – The Childcare coordinator should have the gift of administration and display characteristics of the other gifts.

II. General Responsibilities

A. To keep the nursery and childcare programs adequately staffed by following an active recruiting program.

B. To assure the smooth functioning of the nursery and childcare programs.

C. To oversee and arrange for ongoing childcare worker training.

D. To keep the Children’s Minister informed as to the functioning of the nursery and childcare program.

E. To maintain regular communication with nursery families via special newsletters and the church bulletin.

III. Specific Responsibilities

A. To keep the nursery stocked with needed supplies by:

1. Maintaining an up-to-date inventory.

2. Informing the Children’s Minister of bulk supplies which need to be ordered through the church purchasing agent.

3. Personally purchasing small miscellaneous supplies directly. 

4. To work with the Department Leaders to learn of new parents who have been regularly attending our church, and who need to receive the Nursery Information Packet.

5. The Department Leaders/Childcare Coordinator will gain this information by regularly reading the nursery Check-In sheet and the Guest Cards filled out by the parents.

6. The Childcare Coordinator will be responsible for mailing the Nursery Information Packet to new families who have been attending regularly for 3-4 weeks.  This packet will contain the following items;

A. “Welcome Letter” from the Childcare Coordinator.

B. The Nursery Brochure.

C. Information on the Parent Rotational System.

D. Miscellaneous copies of special church publications geared toward parents.

(Note:  The Children’s Minister should be given the names of parents who have agreed to work in the nursery rotation so this can be taken into consideration before they are approached about ministering in other areas of the church.)

7. To see that permanent security cards are made for babies through 3 years olds who have been attending regularly.

8. To keep the childcare workers informed as to procedures and upcoming events which affect the nursery.

9. To meet regularly with the childcare staff.

10. To serve as a support person to the childcare workers.

11. To keep the Children’s Minister informed as to the functioning of the nursery program.

12. To work with the Department Leaders to produce a quarterly nursery parent’s newsletter (optional).

IV. Summary

The Childcare Coordinator should convey to the nursery staff, by actions and words, that she considers the ministry to babies and children a high calling, and that her goal is for the nursery staff to work together to provide a safe, loving, clean atmosphere in which babies and children can grow and begin to learn of the love of God.

