FIRST PRESBYTERIAN CHURCH

521 EAST OLIVE AVENUE
BURBANK, CALIFORNIA

POSITION DESCRIPTION

Position Title:  Interim Director of Children’s Sunday School and Family Ministries

General Description:  The Interim Director is to develop, administer, and unify the educational programs and activities of the Church Sunday School and Family Ministries for children from nursery through fifth grade and their families for up to twelve (12) months.
Essential Functions:
1. Incorporate our vision statement into all aspects of the job:

TO KNOW CHRIST AND TO MAKE HIM KNOWN

2. In conjunction with the Christian Education Committee, to recruit and train program staff.

3. Develop and administer Children and Family Ministry programs and activities, including but not limited to:

· Maintain contact with parents and/or guardians of the children

· Sunday morning programs

· Maintain a safe and clean environment for children to flourish

· Quarterly programming - in conjunction with the Pastor and the Christian Education Committee - to implement an activity for children and their families.
4. Select curricula to support Children’s Ministry programs, subject to the approval of the Christian Education Committee.
5. Administer the Office of Children and Family Ministries

· Maintain teacher supplies

· Maintain necessary records
6. Attend church staff meetings and meetings of the Christian Education Committee.

7. Meet with the Pastor on a regular basis to discuss progress of Children and Family Ministries. 

8. Coordinate with Pastor a Sunday morning children’s lesson that will be presented during Sunday worship.
Responsible to: The Interim Director of Children and Family Ministries is directly responsible to the Pastor, Head of Staff. The Pastor will conduct periodic performance evaluations with input from the Christian Education Committee. The Personnel Committee will review the evaluations and determine the adequacy of compensation.

Hours (5 to 7 per week): This is a part-time, non-exempt, hourly position. Schedule to be arranged in cooperation with the Pastor, Head of Staff.

Hourly Compensation: $25 per hour, depending on education and experience.
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