
SUNSET PRESBYTERIAN CHURCH 
POSITION DESCRIPTION 
 
POSITION TITLE: Director of Early Childhood Ministry (Full-time, non-exempt) 
 
POSITION SUMMARY 
The Director of Early Childhood Ministry supports the greater vision of the church by leading ministry 
aimed at infants through preschool.  The position is primarily responsible for the recruitment, training 
and development of volunteers, and the development of relevant programming.  He/she will also 
collaborate with the Children’s Director, and as a member of the Children’s Ministry Team, to develop 
and implement a common philosophical approach to the spiritual development of both children and 
adult volunteers throughout the entire ministry (including Early Childhood and Elementary). 
 
POSITION RESPONSIBILITIES 
Leadership 

 Oversees the implementation of the vision as it relates to early childhood (infants through 
preschool). 

 Oversees the weekly Kids Club child-care program, including responsibility for hiring and 
supervision of paid nannies. 

 Oversees the recruitment, training and work of as many as 50+ volunteers.  
 
Volunteer Development 

 Responsible for the recruitment, training and development of all volunteers in Early Childhood 
Ministry. 

 Leads the implementation of Early Childhood ministry programs primarily through the 
equipping of volunteer leaders. 

 
Early Childhood Programming 

 Leads the development of appropriate programming that engages children in an age 
appropriate and exciting environment that fosters their spiritual growth. 

 Responsible for the selection and purchasing of Early Childhood curriculum materials that 
integrate with the overall vision of Sunset and with the spiritual development goals of the 
Children’s Ministry Team.  

 
Parent Support 

 Develop an approach to training parents on how to more effectively spiritually mentor their 
children, recognizing that most spiritual formation occurs in the home instead of at church. 

 Develop ongoing relationships, to the extent possible, with parents of children in the ministry. 
 
Strategic Events/Collaboration 

 Plan and implement, with the collaboration of the Children’s Ministry Team, special events 
aimed at connecting children and families to the church at least quarterly. 

 Oversees and co-directs the implementation of an annual Kid’s Camp (VBS). 
 
Preschool Ministry Oversight 

 Develop, implement and oversee the operation of a “pilot” church-based preschool program to 
include children from low SES (Socioeconomic status) in the local community; in accordance 
with direction from Sunset leadership and the Preschool Leadership Team. 

 Develop, implement and evaluate curriculum, staffing requirements/hires, facility and budget 
related to preschool operation. 

  



SCOPE OF POSITION 
Job responsibilities are carried out in a work environment that consists of both new and recurring 
work situations.  The position involves a degree of complexity in that it regularly interacts with children 
and parents/caretakers as well as in a leadership role with both volunteers and paid staff.  While the 
Director of Early Childhood Ministry must be able to operate as a team player, a high degree of 
independence is also required in performance and decision-making.  
 
WORKING CONDITIONS 
The job is normally performed in an office environment and/or on the campus of the church.  The 
position includes some periods of close computer work.  The Director of Early Childhood Ministry may 
occasionally be required to work in excess of eight hours per day or forty hours per week. Normal 
work week is flexible, however Sunday morning hours (approx. 7:00am through 1:00pm) are required.  
Travel requirements are very minimal and negotiable. 
 
KNOWLEDGE, SKILLS AND ABILITIES 

 Passion for Children’s Ministry 

 Passion for volunteer equipping 

 Passion for serving children from low-SES (socioeconomic status) 

 Demonstrated skill as a team builder who models, trains and inspires volunteers to do the work 
of ministry  

 Work history with a faith-based ministry is preferred 

 Spiritual gifts of leadership, teaching and evangelism 

 Strong communication and organizational skills 

 Ability to write and implement developmentally-appropriate curriculum and activities 

 Ability to work well in stressful situations 

 Preference may be given to applicants with an Early Childhood Education degree (A.A. or B.A) 
 
EXPERIENCE 
Three to five years’ experience working in a faith-based environment with demonstrated ability to 
oversee and motivate volunteers.  Previous Early Childhood or preschool experience preferred.  
Strong volunteer management or early childhood experience may be substituted for faith-based 
experience. 


