
First Presbyterian Church  
Childcare Coordinator Job Description 

 
First Presbyterian Church is a vibrant Christian community located in Richmond, Virginia 

where all are welcome. The mission of First Presbyterian Church is to inspire faith in Jesus 
Christ, nurture disciples of Jesus Christ, and to serve the world God loves to the glory of God. In 
our life together, we seek to be grounded, growing and generous followers of Jesus. We are 
committed to respecting one another and are strengthened and inspired through worship, study, 
prayer, and service. 

First Presbyterian Church aspires to nurture the spiritual life of children, youth, and 
families in dynamic, holistic and creative ways. We seek a program that values and supports 
families, creates a compassionate and inclusive community where all children and youth feel 
welcome, known and loved; and enables children, youth, and families to grow together in faith 
and love. The journey of discipleship is a life-long process and we grow together in stages, 
valuing every person, child and adult, wherever they are in their faith. 
 
Our vision is to provide a Children’s Ministry where everyone: 

• Feels safe. Everyone is cared for while in our midst. We value our children, staff and 
volunteers and we use our Child Protection Policy and volunteer training to protect 
all. 

• Feels valued. Everyone is a unique child of God. We seek to be a diverse community 
where children can be themselves and express themselves openly and honestly 
while also growing in respect and care for others. 

• Feels loved. Everyone is important. The deepest desire of our program is that every 
child knows they are loved and grows in love for one another. 

• Feels led. God speaks to us in our own hearts, through the wisdom of community, 
and through the revelations in scripture and tradition. All are encouraged to grow in 
wisdom and strength by listening to their own hearts and by listening for the voice of 
God in others. 

 
Position reports to: Director of Children's Ministries 
 
Position Status: Part Time (7-10 hours per week), Exempt. Much of this work can be 
completed under a flexible schedule throughout the week, but the Childcare Coordinator must 
provide for on-site childcare at First Presbyterian Church every Sunday, including holidays, from 
8:30AM to 11:30AM and from 4:30PM until 6:30PM or until all children are secured with the 
adult who dropped them off, or who is listed on the child's registration form. This will usually 
require the Childcare Coordinator to be present themselves during these times. They may be 
required to work during Ash Wednesday, Maundy Thursday, Good Friday and Christmas Eve 
Services or for other church-wide events. 
 
Purpose: The Childcare Coordinator is responsible for providing oversight, planning, and 
smooth and safe operation of childcare at FPC. They will ensure that childcare is provided in a 
secure, nurturing environment where each child will see, hear, and feel the love of Jesus Christ 
and parents can feel confident their child will receive the highest quality of care and ministry. 
 
Qualifications:  

• Over 20 years of age. 

• A person exhibiting Christian faith and commitment. 
• Training and/or experience in working with young children. 
• One who would relate well with both young children and parents. 



• Satisfactory background check. 
• Pediatric CPR training (the church will provide on a yearly basis) and basic first aid 

procedures. 
• Completed TB test with results 

 
Job Duties and Responsibilities: 

• Assistance to and management of Childcare Workers and Volunteers: 

• Serve as the lead childcare worker, supervising paid childcare workers and volunteer 
childcare providers and monitoring ratio of workers to children. 

• Handle last-minute replacements of childcare workers and volunteers due to illness 
and other unexpected causes. 

• Assure that all childcare workers are in place at least 15 minutes prior to the start 
time of events requiring child care. 

• Secure information from visitors with children participating in child care and notify 
church office with that information. 

• Ensure that the Children’s Ministry area is sanitized after every use 
• Ensure crib sheets, "pack 'n play" sheets, bibs, burp-cloths, soft toys, etc., in Nursery 

are laundered after every use. 
 
Shared responsibility with Director of Children's Ministries: 

• Assist with Vacation Bible School for children over the summer  
• Actively communicate with parents and volunteers 

• Review childcare policies and measuring adherence to the same 
 
Schedule and Leave 
The Child Care Coordinator is entitled to four weeks of unpaid leave, which include a total of 4 
Sundays a year. Request for leave must be made to the Director at least one month in advance. 
Child Care Coordinator must ensure that child-care staffing needs are filled prior to taking leave. 
 
Evaluation and Compensation 
The Childcare Coordinator will receive an annual performance evaluation by the Director of 
Children's Ministries. Compensation is reviewed annually by the Director and the Personnel 
Committee and then approved by the Church Council and may be adjusted annually in 
accordance with performance and in line with other similarly situated positions. 
 
Please contact Rev. Nicole Ball at nball@fpcrichmond.org to apply. 


