
Job Description: Early Childhood Director

Department: Early Childhood Ministry                                                                                         
Location: Bachelor Creek Church of Christ  
Job Title: Early Childhood Director (Birth-Kindergarten)                                                                                             
Reports to: Children’s Minister                                                                                                                
Classification: Part-time (20 hours)                                                                                                                                 
Job Description and Responsibilities:

PURPOSE: 
The ECD is responsible for the development and implementation of the vision, strategy and tactical 
elements for all programs, activities and educational aspects related to Early Childhood Ministry at 
Bachelor Creek.  Specifically, the ECD is responsible for Sunday morning programming and special events.

COMPETENCIES & EXPECTATIONS: 
- A love for Jesus and others, with an honest self-awareness about strengths, weaknesses, and a daily 

need of grace that comes from regular communion with Christ.
- A ministry that flows out of one’s regular worship of God, not driven by philosophy but authenticity
- The ability to fully embrace the vision, mission, and core values of Bachelor Creek
- Proven competency in administration
- Reliable, trustworthy, self-starter, and excellent at following through on details
- Possess the ability to innovate and create while adapting to growth and change
- Possess the ability to use appropriate judgment, discretion, sensitivity, and confidentiality
- Proven leadership skills in collaboration and cooperation with a team
- Possessing strong interpersonal skills with the ability to engage in healthy, motivating relationships 
with supervisors, coworkers, and volunteers

- Understand and keep current on issues related to safety and security for children and implementation 
of such safeguards

- Work closely with Happy Days Pre-School and Awana in shared spaces
- Be in constant communication with volunteers
- Work closely with children’s minister concerning sequential programming

ESSENTIAL JOB FUNCTIONS: 
- Develop and implement a vision for EC ministries in collaboration with the Sr. Minister & Elders
- Recruit, train, oversee and provide resources for EC volunteers.
- Be sure all background checks for EC volunteers are completed
- Follow and revise processes necessary for effective EC operations (i.e. check-in)
- Oversee the selection and implementation of curriculum for 2’s-K (with children’s min. approval) 
and assess the curriculum regularly for effectiveness and relevance

- Coordinate 4’s-K department and schedule snack, craft, and worship leaders
- Follow and revise a communication plan to keep all EC volunteers and parents informed
- Encourage and equip parents as they lead their EC children
- Provide any needed ongoing training and support to all EC volunteers



ESSENTIAL JOB FUNCTIONS (CONT.): 

- Responsible for overseeing the entire operations of the nursery-kindergarten departments to include 
ensuring all nursery supplies have been prepped and made available for all the classrooms

- Create environments, activities, and programming for each age group that will facilitate learning and 
encourage spiritual growth

- Ensure all check in stations are staffed for both services each Sunday
- Ensure all volunteers are in place each Sunday and follow up with those volunteers who do not show 
up for their portion of his/her shift

- Maintain security by ensuring each classroom is adequately staffed with two adults in every classroom 
and that no adult is left alone with a child

- Maintain radio communication with the security team members during Sunday services
- Coordinate promotion in June and January for birth-K.  Note: Kindergarten will be in June
- Provide any needed childcare for church-wide/special events
- Write articles as needed for the Loop
- Adhere to all safety and security processes for EC in cooperation with the church’s safety and 
security team  

- Communicate with maintenance supervisor for all building, classroom, and other repairs
- Provide support, information and cooperation with the Champions Club, our special needs ministry
- Attend all required staff meetings including, but not limited to, leadership, department, and event 
planning meetings.

- Encourage/visit EC kids who may be sick or in the hospital
- Provide encouragement, support, and resources for parents of EC kids who are in need
- Supply and organize storage supplies in the Tree House attic and classrooms
- Create and maintain a EC budget and submit all necessary paperwork to the Financial Administrator 
in a timely manner

- Other duties as assigned

EDUCATION & EXPERIENCE: 

- High School Diploma
- Experience with pre-schools preferred.  

RELATIONSHIPS: 

- Reports to Children’s Minister
- Supervises and directs all EC volunteers
- Works closely with all areas of ministries within Bachelor Creek Church of Christ 
- This position has no correlation with the Directing of Happy Days Pre-School


