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POSITION TITLE: Nursery Director
REPORTS TO: Children’s Ministry Director

WORK HOURS: 8 hours per week

PRINCIPLE FUNCTION: To oversee the nursery ministry by providing a safe, welcoming, and
Christ-centered environment for children and families while supporting and equipping
volunteers and staff.

JOB RESPONSIBILITIES

A) Volunteer & Family Retention
The Nursery Director should have a love for serving the church and possess gifts
commensurate with:

e Praying for and with volunteers, staff, and families.
e Creating a warm, welcoming environment that reflects the love of Christ.
e Leading with sincerity, honesty, and integrity.

e Building relationships by serving alongside volunteers and supporting them beyond
expectations.

¢ Seeking and valuing volunteer input and feedback.

¢ Communicating clearly, consistently, and compassionately.

e Fostering fellowships beyond the scheduled volunteer times.

¢ Listening attentively to concerns, ideas, and needs.

¢ Engaging parents and children personally and respectfully.

e Following up with volunteers who miss scheduled service times.

¢ Following up with visitors and families who reported any issues during events.
e Modeling the biblical principle of treating others more importantly than self.

B) Worship Care

e Oversee nursery operations during regularly scheduled, non-paid childcare church
activities.

¢ On Sunday mornings at 9:45, be present for transition between Sunday School and
Gathered Worship. Remain on site until the coordinator and all volunteers are in place.
Assist with checking in visitors and assigning children to rooms. Enlist volunteers if there
is a shortage.

e Maintain and manage a current roster of nursery volunteers. (Currently eleven
volunteers are needed weekly plus youth helpers.)

e Create and distribute monthly nursery schedules using Planning Center, Realm, email,
phone calls, and/or mailed communication as needed.

e Enlist, encourage, and communicate regularly with volunteers, church staff, ABF leaders,
and Discover Rocky instructors.



C) Oversight & Administration

Coordinate with the Children’s Ministry Director regarding the overall condition of
nursery facilities, including maintenance, cleanliness, and décor.

Prepare and manage printed and digital materials such as schedules, calendars, flyers,
Planning Center updates, and Gathered Worship volunteer materials.

Know, implement, and enforce all policies and procedures outlined in the Nursery
Policies and Procedures Manual.

Ensure all volunteers meet RBBC requirements for serving in the nursery.

Work with the Children’s Ministry Director, Facility Manager, and church staff to
oversee room usage changes or procedural updates.

D) Roles & Practices

Be familiar with and follow all RBBC security policies and procedures.
Intentionally meet and build relationships with new and prospective families.

Observe and identify potential ministry volunteers, adhering to RBBC'’s six-month
attendance policy prior to serving.

Encourage new regular attenders to participate in the Discover Rocky class.
Consult with Discover Rocky instructors regarding potential ministry volunteers.

E) Training

Provide consistent training to retain volunteers and ensure understanding of nursery
policies, procedures, and weekly routines.

Post policies and expectations within nursery facilities and individual classrooms.
Ensure all volunteers and paid personnel attend an annual Child Protection Class.

Use multiple communication methods (Planning Center, newsletters, email, printed
materials) to keep staff informed.

Collaborate with the Children’s Ministry Director and elders to secure ongoing training
opportunities for parents, volunteers, and paid personnel.

F) Budgeting

Submit an annual budget request to the Children’s Ministry Director. Budget
considerations may include (but are not limited to): supplies, snacks, toys, books,
furniture/equipment, paid personnel, and building repairs (repairs coordinated with the
Facility Manager).

G) Ministry Care

Attendance at Tuesday morning staff meetings is encouraged (but not mandatory) for
the purpose of coordinating leadership and volunteer needs.

If you desire to serve families and children through the nursery ministry at RBBC, please contact

Pastor Robbie via email or call the church office.



