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Job title : Children’s Church Co-ordinator
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:
Children’s Church and other
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:


	Authority levels
	Approved by


	Signed
	Date

	
	
	
	


Please note that all stipulated tasks are subject to the adaptation of the supervisor and leadership. Updates of this document will be done after the next assessment.. Assessment will be done on stipulated tasks and expectations of leadership stipulated in this document.

Next half annual assessment date

: 

___________________________



           ____________________
            EMPLOYEE



       

       

   DATE

	Key performance area
	Activities
	Output/purpose/ measurement
	Priority Level

	1. Children’s Church

	· Coordinator for ages:

· 1-3 year (toddlers room)

· 4-6 year

· Grade 1-3

· Grade 4-6
· Lead the church in planning, conducting and evaluating a comprehensive program of Children’s programs and activities. 
· Assist Children’s Ministry Leaders with curriculum selection and stay aware of new and effective, Biblically-sound external resources.

· Develop and implement effective communication and advertising procedures to insure that church family members and the community are aware of Children’s Ministry activities.

· Assist Children’s Ministry Leaders in the recruitment, selection and training of volunteers for children’s programs.

· Insure that all volunteers are trained in risk avoidance practices and that church policies adhere to safe and practical procedures when dealing with children.

· Insure that safety programs (fire drills, etc) are in place.

· Serve as point of first contact for all Children’s program volunteer leaders.

· Maintain an adequate system of records regarding Children’s programs and participants.

· Assist in preparation of annual budget for Children’s Ministries.

· Manage the Children’s Ministry information centre and its volunteers.
· Communicate with other staff and parents to build strong trust relationships and stimulate involvement.
· Ensure appropriate Children’s Ministries policies are developed, maintained, and communicated appropriately.
· Serve as an advocate for the interests and needs of children to the parents, pastor, volunteers and leaders by working together to make the various aspects of church life and worship more child-friendly and meaningful to children and by supporting and encouraging the children’s ministry leaders.

· Maintain an accurate inventory of equipment and supplies, purchasing supplies as needed.
· Responsible for the job description and coordination of the children’s church event  coordinator and communication to him about relevant responsibilities and changes.

· Coordinate all volunteer rosters and communicate new lists and changes to office event manager (Gerard).

· Schedule children’s church event coordinator for Sundays.

· Communicate and coordinate claims from volunteers to finance department.

· Communicate to all children’s church volunteers from office’s side.

· Co-ordinating children’s services and events


	To ensure a safe and fruitful environment for the children to grow spiritually
	

	2.  Church services - other
	· Baby dedications
· Communication to parents
· Preparation of gifts to parents and grandparents
· Office contact person for pictures 
· CD with audio to parents afterwards

· Family services

	To ensure effective and friendly communication with parents about dedications.
	

	3. Family ministry
	· Marriage preparation course
· Evergreen parenting course

	To ensure that the courses are available and presented to parents when needed

	

	4. Women’s ministry 

	· Awaken contact person and prayer coordinator
· Women’s breakfasts and once-off events (picnics etc)

	To ensure that the women’s ministry grow and reach those in need
	

	5. General

	· Counselling where needed
	
	


