
POSITION DESCRIPTION 
SEWICKLEY PRESBYTERIAN CHURCH  

 
 
POSITION TITLE:      Director of Children’s Ministries 
DATE PREPARED:  January, 2022 
RESPONSIBLE TO:    Senior Pastor/Head of Staff 
STATUS:    Part-time 
 
 

PRINCIPAL FUNCTION 
 

To nurture the Christian faith development of children, birth through fifth grade, by 
developing, leading and implementing a comprehensive children’s Discipleship and 
Spiritual Formation program that is responsive to the needs of our congregation. 
 

 
SPECIFIC DUTIES AND RESPONSIBILITIES 

 
1. Develop and implement programming and events for children and their families to increase 

their faith development, sense of community, and involvement in the life of the church. 
 

2. Select, obtain, and develop curriculum, resources and supplies for all children’s programs. 
 

3. Recruit and train volunteers for all children’s programs, including, but not limited to, Sunday 
school, Club 345, Children’s Church, VBS, Mardi Gras, Lenten program, and Christmas pageant.  
 

4. Ensure that all volunteer clearances are submitted as required by church policy. 
 

5. Give the Children’s Message in worship as called upon by the Head of Staff. 
 

6. Build relationships with children and their families by participating in the life of the church, 
and find ways to assist parents in the faith development of their children. 
 

7. Develop opportunities for children to participate in the life, worship and mission of the church. 
 

8. Collaborate with and serve as an ex-officio member of the Children’s Ministries Committee. 
 

9. Develop, submit for approval, and administer the Children’s Ministries budget in 
collaboration with the Children’s Ministries Committee. 
 

10. Collaborate with the Ministry Associate for Youth and Young Adults to meet the needs of families in 
the congregation. 
 

11. Develop and initiate a comprehensive communication plan to parents, teachers and other volunteers.  
 



12. Develop a plan of outreach to visitors, Friendship families, and the community.  
 

13. Submit information and articles for weekly emails, bulletins, bi-monthly newsletter 
articles and mailings to the congregation. 
 

14. Supervise childcare program on Sundays and all church events, including recruitment, 
training and scheduling of staff; monitoring safety and cleanliness; and submitting 
payroll and clearance information to the Business Administrator. 

 
15. Communicate regularly with children and families who are active in the programs of 

SPC. 
 

16. Attend community events to build relationships with children and families. 
 

17. Plan and implement “touch-point” events for the church and community around church 
holidays and special occasions. 

 
18. Perform other duties as requested by the Head of Staff. 

 
 


