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GraceChurch of Columbia 

Job Description 

 
 
JOB TITLE:  Children’s Ministry Coordinator    
 
REPORTS TO:  Senior Pastor, Personnel Team 

 
TIME:  10 hours/week. Attendance at children’s ministry events, staff meetings, Sunday mornings, and 

as needed for other church events expected.  

 

 
General Job Description: 
 
Under the direction of the senior pastor and personnel team, the children’s ministry coordinator will help 

to build a comprehensive program that promotes the love of God and spiritual growth in our children. The 

coordinator will primarily be responsible for the vision, implementation, and oversight of the children’s 

ministry at GraceChurch of Columbia.  While some teaching or other “hands on” ministry will 

occasionally be required, it is not the focus of the position. 
 
Essential Job Responsibilities: 
 

1. Recruit, encourage, equip and oversee volunteers for children’s ministry programing and 

activities (nursery-5th grade). Initiate communication with teachers and volunteers.   

2. Arrange necessary training for children’s ministry volunteers. 

3. Provide vision, oversight, and general leadership for annual Vacation Bible School.   

4. Be a resource to children’s ministry volunteers by providing relevant resources and advice. 

5. Work with teachers and senior pastor to select curriculum. 

6. Oversee nursery, including scheduling of nursery caregivers. 

7. Attend monthly staff meetings and bi-monthly one-on-one with senior pastor. 

8. Perform other duties as assigned by the senior pastor. 

9. In conjunction with senior pastor, will prepare and maintain children’s ministry annual budget. 

10. Maintain open lines of communication with parents.   

 
Experience & Requirements: 
 

1. Committed follower of Jesus Christ. 

2. Previous staff or volunteer experience in children’s ministry. 

3. Be in agreement with the central mission, values, vision, and beliefs of GraceChurch. 

4. Strong planning and organizational abilities. 

5. Ability to think creatively and analytically in implementing, operating, and expanding children’s 

ministry/educational programs. 

6. Excellent communication skills. 

7. Team player. 

8. Passes required background check. 

 

 


