
Job Description 

First Lutheran Church 

Cedar Rapids, IA  

 

Title: Nursery Attendant-Shared Position 

 

Position Objectives: 

 

This position is responsible for providing quality childcare to our members and visitors 

on Sunday mornings as needed, year-round, Wednesday evenings during the school year 

when scheduled, as well as occasional special events requiring childcare. 

 

Nature and Scope of Responsibilities: 

 

The Nursery Attendant reports to the Lead Nursery Attendant.  The Nursery Attendant 

will work cooperatively with the nursery volunteers and parents and the church staff to 

provide a welcoming, caring, safe and loving nursery environment. 

 

Responsibilities and Duties: 

 

1. Nursery Attendant should arrive no later than 8:30 A.M. on Sunday mornings, and no 

later than 5:30 P.M. on scheduled Wednesday evenings in order to prepare the 

nursery before children arrive.  

2. In preparing the nursery, assure that all small objects are put out of child’s reach, all 

cabinets are closed and locked as needed, and changing area is sanitary and stocked 

with necessary items. 

3. Greet parents/guardians and children when they arrive in the nursery.  Introduce 

yourself and find out the name of each child.  Ask parents to sign in on the 

appropriate sign-in sheet and take a “child check” number.  Make any necessary notes 

regarding special needs or restrictions. 

4. As volunteers arrive, encourage them to help and interact with children while you are 

welcoming other children and their parents. 

5. Throughout the work shift, the Nursery Attendant is responsible for continually 

monitoring the safety and well being of each child.  Seek every opportunity to 

interact, read and play with the children.  

6. Assure that diapering is done on changing table provided and that sanitary procedures 

are followed. 

7. Assure that all children are washing their hands after bathroom use and before snacks. 

8. When children are picked up the Nursery Attendant will make sure parents sign that 

they have picked up the child on the sign –in sheet. 

9. Nursery Attendant is responsible for communicating with parents and volunteers to 

assure that we are providing the best possible care in the nursery.  

10. Nursery Attendant is also responsible for communicating with their supervisor (the 

Nursery Coordinator) regarding any incidents, concerns, questions, or needs.  (These 

needs may include restocking snacks, changing areas, or any other supplies.) 



11. At the end of each work shift, the Nursery Attendant is responsible for all closing 

procedures.  

12. In the personnel Policy of First Lutheran Church under Tardiness it states:  FLC 

expects all employees to be at work at their designated starting time when beginning 

work or returning from break.  Employees are considered tardy when they are late (no 

matter how late) for the start of a shift or when returning from break.  Employees are 

required to notify their supervisor immediately if they foresee that they will be late 

and then report to work as soon as possible. Failure to follow this Policy can result in 

disciplinary action of a warning for the first offense and up to and including 

immediate termination thereafter.  

13. The Nursery Attendant will maintain a professional appearance.  While “dress” 

clothes are not necessary, the Nursery Attendant is expected to wear clothes that 

allow for the performance of the above stated duties while maintaining an appearance 

that supports the mission of the church.  No visible undergarments, or clothes that are 

unclean or have holes.  “PJ” pants are prohibited. 

 

Other Requirements 

 

1. Nursery Attendant will receive training and certification in both CPR and First Aid 

within the first 90 days of employment.  Up to $35.00 will be reimbursed for the 

certification. 

2. Nursery Attendant should obtain certification for Mandatory Child Abuse Reporter 

within the first 90 days of employment. 

3. Nursery Attendant will complete First Lutheran’s Child Safety Policy training within 

30 days of employment. 

 

Availability 

 

1. Sunday morning (8:30AM – 12:15PM) 

2. Special events as requested. 

o Wednesday evening (5:30-8:00PM) 
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