
 
 
 
 
 
Children’s Ministry Coordinator – Part Time or Full Time  
Status: up to 18 hours a week or up to 30 hours a week  
Classification: Next Gen Staff     
Working Days: Sunday-Thursday 

 
 
Context: The mission of New McKendree United Methodist Church is to make new disciples of Jesus Christ for the 
transformation of the world.  At New McKendree, we live out our mission by Loving God, Loving People and Serving 
God’s People. We succeed in our calling through a cooperative effort of church leadership, staff and the congregation.  
Paid staff of the church have, as their part in that cooperative, the responsibility to assure that the congregation is 
actively recruited, trained, and resourced to do the ministry to which God has called them. 
 
The “spirit” of being a staff member at a church is that you give yourself fully (even in a part-time status) to the mission 
of the church.  There will be times when odd hours and extra hours are required.   In these cases, upon approval of the 
Senior Pastor, extra hours at the base pay rate will be awarded. 
 
The Children’s Ministry Coordinator will oversee implementation of children’s ministry. You will recruit, train, and 
resource a team to carry out the vision set forth by the Next Generation Ministries Director for children ages birth 
through 5th grade.   The team of volunteers shall be made up of people with the passion, gifts, and calling best suited to 
the vision.  You will also coordinate with the Next Generation Ministry Staff to implement church wide events such as, 
but not limited to, Summer Day Camp and Vacation Bible School, etc.   
 
Responsible to:  Next Generation Ministries Director for fulfilling responsibilities defined in the job description, defining 
goals, evaluation, and communication related to performance. 
 
Qualifications:  

 A good level of leadership, communication, and interpersonal skills including the ability to work as part of a 
team oriented working environment and to mobilize and motivate others as part of a team culture 

 Communication skills, both written and oral, at all levels 

 Self-motivated, results-oriented, independent worker 

 Ability to administrate and prioritize varied workloads 

 A commitment to honor, respect, and value all staff members and our ministries with a strong spirit of 
teamwork 

 Demonstrated ability to acquire knowledge and learn relevant new skills in short time frames 

 Ability to adapt work practices to meet changing circumstances 
 

Role Expectations: 

 Complete duties and responsibilities in a timely manner  

 Maintain a positive relational stance on all fronts  

 Remain within budgets associated with this position   

 Achieve goals for this position as it relates to our shared mission  

 Contribute to a positive and effective staff team dynamic  

 Effectively problem solve within the scope of this role  

 Ongoing improvements and innovations within the scope of this role 

 
 



Responsibilities:  These include, but are not limited to, working with the Next Generation Ministries Staff and volunteers 
to accomplish the following  

 Define roles, recruit, train, and resource volunteers needed for children’s ministry on Sunday mornings, 
music ministry, childcare, and other future programs as they are developed. 

 Review and prepare curriculum, supplies, and activities to ensure volunteers are equipped and able to focus 
on the mission. 

 Set up and decorate rooms as needed.  

 Collect “My Info” forms from every child who engages in any New McKendree Children’s ministry program 
or event and enter their information and parent information in to the church management software. 

 Use our church management software to provide a safe way for children to be checked in and out of 
programs and events.  

 Adhere to our Safe Sanctuary Policy, making special note of volunteer placement, adult/child ratios and child 
safety. 

 Follow our policy and procedures regarding volunteer recruiting, screening and onboarding. 

 Make purchases, order supplies, track spending, publicize and communicate events to parents and the 
congregation 

 Collaborate with the Next Gen Staff and volunteers to implement church wide events and programs. 
   

 
Coordination & Cooperation: There are times when a staff member is asked to step into a role for which they were not 
hired.  For instance, leading in worship occasionally or stepping in to fill a temporary role as a Vacation Bible School 
leader.  In the spirit of being a church staff member, it is assumed that the success of your co-workers is as important to 
you as your success is to them.  The mission of the church requires this sort of spirit. 
 
Faith and Life:  You will be committed to growing in your trust in Christ, seeking the will of the Father in all you do, and 
constantly asking the Holy Spirit for guidance in this ministry. 
 
Community involvement: All staff are encouraged to be involved in the affairs of the community.  Attendance at 
sporting events, participation in the chamber of commerce, and other such activities are at the discretion of the 
employee and on their own time. 
 
Other Requirements: 
• All employees are required to submit to a criminal background check. 
• All employees will complete Safe Gatherings certification  
 

  
 

 
 
 
 

  
 

 
 
 


