COLONIAL PRESBYTERIAN CHURCH

JOB DESCRIPTION

POSITION / MINISTRY TEAM: 

Title:  Infant & Toddler Ministry Leader
Type of Position:  Part-Time 10-15 hours per week  Non-Exempt

Location:   Wornall 
JOB SUMMARY:

Responsible for executing programs in Colonial’s infant and toddler division which includes  Sunday mornings, Mornings For Moms childcare and special events/services that include Congregational Meetings; Pastor Installation/Ordination; Town Hall Meetings; Christmas Eve; Advent; Ash Wednesday; Maundy Thursday; and Good Friday ensuring that all church policies and procedures are being maintained.  
WORKING RELATIONSHIPS:

Reports to:  Wornall Director of Children’s Ministries
Supervises:  Nursery staff and Ministry Partners   

Teams with:  Colonial Kids Ministry Leaders
ESSENTIAL DUTIES / RESPONSIBILITIES:

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

2. Take or provide proof of attendance to Infant and Child First Aid, CPR, Signs and Symptoms of Illness, and Recognition of Child Abuse training.

3. Accumulate at least 10 hours annually of continuing education in the early childhood field.

4. Ability to engage in multiple tasks and respond quickly and appropriately to frequently changing needs of children, staff, parents, and Ministry Partners
5. Recruit, train and motivate paid staff and ministry partners.

6. Assist the Director of Children’s Ministries with hiring paid staff.
7. Plan, organize, and implement childcare for special events. Maintain reservation form through CCB.
8. Provide a safe, clean and attractive environment for children. 

9. Organize room assignments (age limits, number of children, classroom placement, post room assignments.) Maintain records in the CCB data base.
10. Provide age appropriate curriculum for Sunday morning ministry.

11. Facilitate regular fire and tornado drills in the Spring and Fall.

12. Prepare Infant & Toddler budget and submit to Director of Children’s Ministries (W). Maintain financial records on a monthly basis.  
13. Submit time cards to Director of Children’s Ministries (W).

14. Conduct annual Ministry Partner/paid staff training.

15. Attend Children’s Ministry Staff Meetings; meet with Quivira campus Colonial Kids Preschool Administrators as needed and other meetings as requested.
16. Track and maintain morning attendance patterns for Colonial Kids.

17. Promote Sunday School and additional special programs through notices in the Connections, Sunday bulletins, Colonial Kids Newsletters, letters to parents, Colonial Kids website,CCB etc.

18. Assist VBS Co-Directors in recruiting, motivating and supervising personnel for Vacation Bible School and in program planning, preparation, set-up and clean-up.
19. May perform other duties as assigned.

JOB SPECIFICATIONS / COMPETENCIES:
1. Personal relationship with Jesus Christ and a desire to serve His church with a servant’s heart.

2. Early Childhood Education or teaching background preferred but not required. 
3. Highly relational with strong communication skills.
4. Possess honesty, integrity, patience and grace.

5. Computer literacy in Microsoft Word, Excel, Outlook and ability to learn CCB.
6. Ability to respond quickly and efficiently to various concerns that arise.

7. Strong administration and organizational skills.
8. Ability to act as a liaison for both staff and parents to Director of Children’s Ministries.
9. Knowledge of state licensing regulations.

10. Knowledge of child development and spiritual growth for infants and toddlers. 
11. Recruiting, training, leadership, and mentoring skills.

12. Team building and volunteer coordination skills.

13. Creativity. Imaginative.  Ability and desire to create new and exciting programming for infant and toddlers.

14. Display contagious enthusiasm.

WORKING CONDITONS:

1. Work in an office environment and at times in a classroom environment.  Must be available to supervise workers for church sponsored events that occasionally take place in the evening and on weekends.
2. Sunday Morning 

3. Special events as needed
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