Position Description: Nursery Coordinator June 2021
Reports to: Director of Youth and Family Ministries

Position Summary: The Nursery Coordinator is a part-time position of ten hours per
week responsible for developing and implementing a caring and loving spirit and a
successful program of nursery childcare within our congregation.

This person needs to have the gifts of love of children and members and be eager to enlist
others with the same gift.

JOB RESPONSIBILITIES:

Care for children

Supervise Nursery Attendants and Assistants

Development and implementation of activities for the children
Development and implementation of nursery procedures

Management of all facilities and supplies necessary for nursery operation
Operation, control and cleanliness of the facilities, furniture and toys
Scheduling Nursery Attendants and Assistants

Principal Accountabilities:

1. Care for children, help recruit, train, oversee, and evaluate Nursery Attendants

Sunday Morning Worship Services 8am — 12:30pm
Wednesday Evening as needed 5:30pm — 9:00pm
Other Congregational Events As necessary

2. Supervisory

e Train new Nursery Attendants and Assistants
Take calls from Nursery Attendants who are ill or going on vacation
Arrange for another attendant when attendant calls in ill
Recommend purchase of educational toys
Oversee reception and release of children from the nursery
Ensure consistent interaction of attendants with the children

3. Administrative
e Maintain adequate and appropriate supplies inventories for activities, snacks
and cleaning
e Report all critical incidents to the Director
e Review and submit staff time cards

Results sought:
e Every child and parent feels welcomed, valued, and appreciated, from the time
they arrive in the Nursery to the time they leave for home.
e Trained Nursery Attendants and Assistants



Qualifications
¢ High School Diploma or High School Equivalent
e Submit and pass a background check
e Excellent interpersonal communications skills
¢ Have a love for children that is genuine
¢ Good planning and organizational skills
e \Warm, outgoing personality
¢ A personal sense of mission and of a calling to this ministry
o Ability to lift up to 25 pounds
o Preference will be given to candidates with previous childcare experience
e Willing to become CPR certified
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