CHILDREN’S MINISTRIES ASSOCIATE
JOB DESCRIPTION
MERCER ISLAND PRESBYTERIAN CHURCH
Summary: 
Collaborate with MCF Director in Ministries to Children.  Assist 


In management of children’s programs.  Build relationships with families 


and recruit and nurture volunteers.  Oversee nursery.
Reports To: 
Director of Ministries to Children and their Families
Hours:  
Salaried part time position at 20 hours per week.  
Contact: 
Joan Ernest at joane@mipc.org or 206-232-5595 x245

Assist with Children’s Programs
· Provide ministry of presence on Sunday mornings as needed: stepping in as substitute, checking in with Nursery, teaching as needed.
· Assist in recruiting and supporting volunteers.

· Manage portions of some departmental special events: Christmas Pageant, Children’s Faith Events, Family Faith Events, VBS, Logos, Peshastin Family Mission Trip.
· Attend Sunday worship services as representative of Children’s Ministries.
General Administrative Duties 
· Maintain department database.

· Update and maintain ARK Karts for worship.
· Update bulletin boards. 
· Record weekly Sunday school attendance.

· Provide monthly attendance report to committee and elders.

· Coordinate all mailings and duplications.
· Inventory supplies and coordinate orders twice per school year (or as needed).

Nursery Duties 
· Supervise Nursery: liaison with the Nursery staff, ensure supplies are available and all procedures are being followed; coordinate timesheets for nursery staff.
· Act as department rep for Nursery matters with internal and external requests; arrange for determined child care needs.

Skills and Temperament Required

· Organizational skills

· Warm, welcoming spirit

· Computer experience with databases, excel, and publisher
· Mature faith
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