COLONIAL PRESBYTERIAN CHURCH

JOB DESCRIPTION

POSITION/ MINISTRY TEAM: 
Title:  


Colonial Kids Grade School & Club 56 Ministry Leader
Type of Position:  
Part Time 30 hours /week; Non-Exempt, Benefit Eligible
Benefits:  

Medical, Vision, Dental, Life/AD&D/Dependent Life/Short Term 



Disability/Long Term Disability, Flexible Benefit Plan, 401(k)
Location:  

Wornall Campus in Kansas City, Missouri
JOB SUMMARY: 
Responsible for development, implementation and administration of Sunday School, Worship JAM, and special programs (1st through 4th grade).  Responsible for the development, implementation and administration of events for Club 56. (5th and 6th grades).  Work together with Youth staff in coordinating the Club 56 ministry as a whole.

WORKING RELATIONSHIPS:

Reports to:    Director of Children’s Ministry (Wornall)
Supervise:    Grade School Ministry Partners
Teams with:  Children’s Ministry staff members (Quivira and Wornall campuses)
ESSENTIAL DUTIES / RESPONSIBILITIES:
A. General

1.  Follow established policies and procedures of Colonial Presbyterian Church.

2. Track Sunday morning attendance patterns.

3. Maintain financial records on a monthly basis.  

4. Coordinate, recruit, train, motivate and supervise all grade school ministry partners (teachers, small group leaders, “special team” leaders and teen helpers). Encourage attendance at training seminars and workshops.
5. Promote the Colonial Kids Ministry and Club 56 Ministry by maintaining good public relations between parents, teachers and administrative staff, while inspiring spiritual growth and development. 

6. Assist VBS Co-Directors in recruiting, motivating and supervising personnel for Vacation Bible School and in program planning, preparation, set-up and clean-up and follow-up on visitors.  Monitor and maintain VBS income and expenditures.
7. Team with other Colonial Kids ministry leaders to continually research and evaluate new curriculum and programs, updating “Colonial Kids” programming as needed to make it new and exciting,  with the approval of the Director of Children’s Ministries.
8. Keep up-to-date with resources available and changing needs of children and their world through periodicals, conferences, and regular visits to Christian bookstores, books, and secular children’s media.

9. Supervise classroom organization; evaluate resource needs, and curriculum inventory.
10. Facilitate regular fire and tornado drills in the Spring and Fall.

11. Responsible for care and nurture of ministry partners and children involved in Sunday Grade school ministry, club 56, and other special programs.

12. Promote Sunday School and additional special programs through notices in the Connections, Sunday bulletins, Colonial Kids newsletters, letters to parents, Colonial Kids Webpage, CCB, etc.

13. Attend Children’s Ministries staff meetings; meet with the Quivira campus Colonial Kids Ministry leaders as needed, attend CPC staff meetings and other meetings as required.
14. May perform other duties as assigned.

B. Annual
1. Take or provide proof of attendance to Infant and Child First Aid, CPR every two (2) years, Signs and Symptoms of Illness, and Recognition of Child Abuse training.

2. Accumulate at least 10 hours annually of continuing education in the early childhood field.
3. Prepare Colonial Kids Grade School budget and submit through Director of Children’s Ministry to Children’s Ministry Elder. 
4. Participate in the recruitment campaign of Ministry Partners for Fall and Summer programming.
5. Work with the Children’s Ministries team to conduct a Ministry Partner training session in the Fall.
6. Prepare the calendar of events for the next year and schedule necessary rooms.
7. Coordinate the delegation of space, class sizes, and age groupings for the following Sunday School year and maintain CCB (Colonial Community Builder) database.
8. Schedule necessary rooms for gradeschool programming  and Club 56 events.

9. Develop and supervise special events along with other members of the Colonial Kids educational staff: 

a. Promotion Sunday

b. Ministry Recognition Event
c. Teacher training workshops

d. Safety procedures for fire and tornado

e. Stewardship emphasis

f. Seasonal emphasis (Easter, Christmas, Summer Camp, Bible Study & Swim, Fifth Grade Farewell Lock-In, etc.)
g. Teacher appreciation activities

h. Third Grade Bible Presentation
i. Fourth Grade Communion Class
C.  Monthly 

1. Supervise expenditures and monthly financial statements for Grade School budget.
2. Prepare or delegate distribution of message of appreciation or inspiration for ministry partners (two times per year).
JOB SPECIFICATIONS / COMPETENCIES

1. Personal relationship with Jesus Christ and a desire to serve His Church with a servants heart.

2. Passion for children and seeing them grow in their relationship with Christ. 

3. Education and/or solid experience in child related field.

4. Knowledge of child development and Spiritual growth for 1st through 5th grade.

5. Highly relational with strong communication skills.

6. Strong administration and organization skills.

7. Recruiting, training, leadership and mentoring skills.

8. Team building and volunteer coordinating skills.

9. Ability to respond quickly and efficiently to various concerns that arise. 

10. Creativity. Imaginative.  Ability and desire to create new and exciting activities for Children’s Ministry.

11. Display contagious enthusiasm.

12. Computer literacy in Microsoft Word, Excel, Outlook, and ability to learn CCB. 

WORKING CONDITIONS:

1. Weekday - Office environment 

2. Sunday morning

3.  Events as needed 
Church Information:

Colonial Presbyterian Church

9500 Wornall Road

Kansas City, MO  64114

1 Church – 2 locations (Wornall Campus in Kansas City, Missouri and Quivira Campus in Overland Park, Kansas)

Contact Information:

Send your cover letter and resume to:

Sandy Ginther, Human Resources

Fax:  816-501-3041

Email:  sginther@colonialkc.org
Phone:  816-501-3041

Website:  www.colonialkc.org
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