
 
 

POSITION DESCRIPTION  
(…as of December 2016)  

 
Position:  windsorKIDS Communication and Resource Coordinator 
 
Responsible to:  Director of Children’s Ministry 
  
Status:   Part-Time Staff (0.4 FTE)   
 
 

The Mission of Windsor Park Baptist Church 

 
In Romans 12:2 Paul writes, ‘Do not conform any longer to the pattern of this world, but be transformed by the 
renewing of your mind.  Then you will be able to test and approve what God's will is - his good, pleasing and 
perfect will.’  This passage talks about transformation and the mission statement of Windsor Park Baptist 
Church reflects this desire: ‘transforming communities one life at a time.’  It’s the continuing transformation 
of individuals who choose to call themselves followers of Jesus, the transformation of the corporate faith 
community, the transformation of the local community we live in, the transformation of national communities, 
and the transformation of international communities. ‘Transformation’ means understanding who we are in 
Christ and looking at the world through a Christ-like lens; it means seeking to influence our world so that all 
people will find their sense of value, belonging and acceptance through a personal relationship with Jesus 
Christ. 
 
People occupying staff positions at Windsor Park are empowered to be passionate leaders who share the 
desire to transform communities.  Windsor Park has a collaborative staff environment where we encourage 
each other to be leaders of excellence, who constantly grow in leadership character and who learn together 
to lead a healthy growing Church, both spiritually and numerically, that brings transformation to individual 
lives both inwardly and outwardly. 
 
 

Primary Purpose of the Role 

 
The windsorKIDS Communication and Resource Coordinator will work closely and collaboratively with the 
Director of Children’s Ministry to facilitate effective communication among the windsorKIDS team, ministry 
volunteers, and parents. 
 
Initiative, creativity and empowerment are key features of staff within Windsor Park.  Team work is essential 
to the success of this role, both with other staff and particularly with a large team of volunteers – thus a 
grounded and real personality will enhance the effectiveness of the person employed in this position.  This is 
a challenging and exciting opportunity for someone with proven flair and a passion to make a difference. 
 
 
 
 
 



Major Areas of Responsibility 

 
In contributing to the wider Windsor Park Group mission statement of ‘transforming communities one life at 
a time’, the main ingredients of this role include, but are not limited to, the following areas: 
 
1. Administration 

 
We are looking for a candidate who will show strong administrative skills as they work directly with the 
Director of Children’s Ministry in providing administrative support as needed. Excellent verbal and written 
communication as well as strong computer skills will be key to this position. 
 
Administrative Duties: 

 Email new families. 

 Communicate with Graeme Thomas and the Connection Team about new families. 

 Keep the Welcome Desk and all the resources topped up, such as family packs, registration forms, 

newsletters etc. 

 Keep weekly attendance records and ensure new registrations are updated on Infoodle. 

 Maintain children’s ministry volunteer rosters and send out reminders and announcements. 

 Organise birthday lists for kids in all areas. 

 Compile, produce and mail children’s ministry newsletters and updates. 

 Responsible for general communication from the children’s ministry department to parents and staff.  

 
2. Resources 
 

 Edit large group teach and small group lessons and have them prepared two weeks in advance to review 
with the Director of Children’s Ministry. 

 Organise resources for small groups. 

 Pack and prepare small group boxes weekly. 

 Help think creatively to plan themes and set the stage and props each month.   

 

3. Volunteer Communication and Management 
 

 Organise the roster for Welcome Desk. 

 Organise the roster for iServe. 

 Develop a good relationship with volunteers. 

 Demonstrate a positive and friendly attitude with the parents and children. 

 Organise a roster of parents to help set up the rooms. 

4. Sunday Responsibilities 
 

 Arrive at 7.30 am on Sundays. 

 Help set up rooms with games and resources and pack down after the 10.45am service. 

 Attend pre-service meetings and post-service Hang Ten sessions for feedback. 

5. Parent Resources  
 
The ideal candidate would be a parent who understands that parents are the key spiritual formers of their 
children’s faith and therefore is passionate to provide resources that are relevant and helpful.  
 

 Communicate consistently with parents as well as provide the tools they need for spiritual leadership. 



 Partner with the Director of Children’s ministry to help facilitate two parenting events during the year. 

 Print God Time devotions resources each week. 

 Update PressingOn parent resources weekly. 

 Research and develop other parenting resources in cooperation with the Director of Children’s Ministries. 

6. Team Building: 
 

 Be a productive member of the staff team by actively participating in weekly staff meetings. 

 Meet weekly with the Director of Children’s Ministry for accountability, prayer, mentoring and 
coordination of Sundays. 

 Demonstrate strong time management skills by completing assigned tasks as requested. 

 Communicate well with the Director of Children’s Ministry with any concerns that may arise. 

 Share ideas and support the Director of Children’s Ministry with content needed for equipping and training 
leaders. 

 Attend leader training meetings.   

 Other duties as assigned by the Director of Children’s Ministries 
 
7. Personal Development 
 

 Make cultivating a growing relationship with Jesus Christ a priority through daily devotions, prayer, 
personal retreats and connection in community. 

 Making family a priority by keeping reasonable hours and investing significant time in their spouse and 
children (if applicable). 

 Read consistently to keep developing your mind and sharpen skills for ministry. 

 Pursue ongoing professional development through attendance at annual seminars, classes and 
conferences.  

 
*All other areas as designated by the Director of Children’s Ministry from time-to-time. 
 

Personal & Ministry Skills and Attributes 

 
Personal Skills and Attributes 
 
● A devotion to Jesus Christ and His purposes in the world. 
● Strong servant leadership and team leadership skills. 
● Adaptable and flexible to changing environments. 
● Able to form strong relationships with a broad range of people. 
● Strong self-management attributes. 
● Prepared to go the extra-mile and broadly contribute to the bigger picture. 
● Committed to developing their mind and sharpening their skills for ministry through the pursuit of ongoing 

professional development through attendance at annual seminars, classes and conferences.  
 
Ministry Skills and Attributes 
 
● Experience in children’s ministry in a growing church environment. 
● Ability to contribute new thought to existing and new situations. 
● Team player. 
● Teachable spirit. 
● Able to take initiative for self-management. 
 


