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Nursery Director
Job Description
I. PURPOSE of JOB
a. Provide a safe and warm atmosphere for infants and toddlers to grow in their faith while their parents or other family members have the freedom to grow in theirs.

II. QUALIFICATIONS and SKILLS
a. Commitment: Must be committed to Christ and The Church, with a love for people and a desire to serve in team ministry.
b. Calling: Must be a person who feels called to connect young families to opportunities for fellowship and discipleship.
c. Education: High school diploma or GED required; a degree or background in Early Childhood Education is strongly preferred. 
d. Experience: Minimum of 2 years of experience working with infants and toddlers in a childcare, school, or church nursery setting. 
e. Certifications: Current CPR and First Aid certifications, or a willingness to obtain certification immediately upon hire. 
f. Clearance: Must successfully pass a comprehensive criminal background screening and national sexual offender registry check. 
g. Core Skills: Strong organizational skills, clear verbal communication, and a patient, loving attitude toward young children.

III. KEY RESPONSIBILITIES
1. STAFFING and LEADERSHIP
a. Hire and Train Team Members: Onboard new workers regarding church policies, emergency plans, and specific child developmental needs. 
b. Arrange Backups: Manage a roster of emergency substitute workers and step in when staff members are sick or absent.
c. Keep track of hours worked and turn in time sheets to Church Financial Officer.

2. Safety and Compliance (Safe Sanctuaries) 
a. Enforce Screening: Ensure all staff and volunteers complete background checks and mandatory training like Safe Sanctuaries program and are current on CPR and First Aid Certification. 
b. Maintain Ratios: Strictly follow the 'two-adult rule' so that no adult is ever left completely alone with children. 
c. Manage Check-ins: Oversee a secure sign-in and sign-out tracking system to ensure children are only released to approved parents or guardians.

3. Hospitality and Family Ministry 
a. Welcome Families: Act as the primary face of the nursery ministry, greeting parents warmly and calming anxious children. 
b. Communicate Updates: Share nursery guidelines, transition policies, and milestones with parents through newsletters or bulletin notes. 
c. Introduce Faith: Integrate simple faith-based elements into nursery care, such as Bible stories, spiritual music, and structured play.
d. Provide “Blessing Bags” to newborns as a welcome gift from the church.

4. SCHEDULING
a. Coordinate weekly schedules for paid nursery staff and volunteers to ensure proper caregiver-to-child ratios. 
b. Provide childcare for:
i. All church services
ii. Emmaus (1st Tuesday each month)
iii. Children’s Sunday School when staffing makes that possible 
iv. Book and Bible studies or other scheduled church activities – including VBS, Youth and Confirmation volunteers, and other needs as they arise. 
v. CDC activities requiring childcare including teacher in-services

5. OPERATIONS and ENVIRONMENT
a. Prepare the Rooms: Arrive early on service days to unlock facilities, set up check-in equipment, and ensure rooms are inviting. 
b. Order Supplies: Ensure supplies are stocked (snacks (some healthy), water, gloves, wipes, coffee filters, cups, Clorox wipes, art supplies)
c. Provide a snack during the Sunday School hour
d. Sanitize Facilities: Keep the nursery clean and ensure toys, cribs, and changing tables are disinfected after use to prevent germs. Take trash out, sweep floor, pick up toys, reset thermostats, and turn off all lights before leaving.
e. Keep child registration cards up to date
f. Manage Budget: Track expenses and order necessary supplies.

IV. SUPERVISION: 
a. Supervised by the Director of Children and Family Ministries.

V. ADDITIONAL EXPECTATIONS
a. Attend monthly staff meetings.
b. Keep regular office hours.
c. Support all aspects of church ministries when and where needed and as possible, working as a team member to accomplish the goals of the church.
Approximately 20 Hours/week (including One on One with Supervisor and Staff Meeting) 
Staff members are an important part of the church leadership team. Therefore, it is expected that each person in a director position at Sierra Vista United Methodist Church be a committed Christian who regularly practices the disciplines of prayer, scripture reading, fellowship with other believers, generous financial giving, and weekly worship attendance at SVUMC unless sick or out of town.
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