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Director of Nursery and Preschool Children’s Ministries 

 
Title: Director of Nursery and Preschool Children’s Ministries (DNPCM): a part-time, 25 hours 
per week position. 
 
Purpose:  The Director of Nursery and Preschool Children’s Ministries (DNPCM) is charged 
with the responsibility to develop, implement, and evaluate all church programs for nurturing the 
church’s youngest children in the faith, from birth to pre-Kindergarten, and for encouraging and 
enabling parents and volunteers in their crucial roles in this regard.  To this end, this person will 
show comprehensive understanding of issues related to early childhood, skills in supporting and 
encouraging families, effective recruitment and volunteer training abilities, good communication 
and interpersonal skills, administrative proficiency, curriculum/program development 
capabilities, self-motivation, well-developed teaching gifts, and strong rapport with infants and 
children up to pre-Kindergarten. 
 
Relationships:  The Director of Nursery and Preschool Children’s Ministries (DNPCM) is hired 
by the Session and is accountable to that body through the supervision of the pastor.  The 
DNPCM will maintain close contact with the Director of Elementary Children’s Ministries 
(DECM), to integrate these ministries under the umbrella of Children’s Ministries and smooth 
transitions between the two.  The DNPCM is expected to maintain close contact with all 
members of the staff in areas related to his/her areas of responsibility. 
 
Supervision:  The supervisor for the Director of Nursery and Preschool Children’s Ministries 
(DPCM) will be the pastor.  The Personnel Committee and selected individuals closely affiliated 
with the ministry will also participate in an annual evaluation. 
 
Responsibilities:   

I. Programs 
A. Early Childhood Sunday School (Educational program for children aged 2 through 4 

years old, meeting Sunday mornings for one hour.) 
1. Curriculum choice and distribution 
2. Recruitment, training, and nurturing of teachers 
3. Procurement of supplies 
4. Management of budget. 
5. On-site management on Sunday morning 
6. Keeping enrollment and attendance records 

 
B. Early Childhood Summer Sunday School (Like school-year Sunday school, except 

subject to time change, based on what the larger church does and requiring entirely 
new staff.) 

1. Recruitment, training, and nurturing of teachers 
2. Curriculum choice and distribution 
3. Procurement of supplies 
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4. Management of budget. 
5. On-site management on Sunday morning 
6. Keeping enrollment and attendance records 

 
C. Nursery (Childcare provided for children from birth to 3 years old during worship 

services and birth to toddler age during Sunday school.) 
1. Recruitment, training, and nurturing of Coordinators and Workers 
2. Maintain a nursery volunteer base of individuals who serve one shift (first 

service, Sunday School, or second service) once every six weeks in the 
Nursery.  Approximately 120 volunteers. 

3. Train and support 18 Nursery Coordinators, individuals who lead one shift of 
volunteers once every six weeks 

4. Coordinate and Distribute Schedule 
5. Make sure all volunteers have completed all paperwork (Code of Conduct, 

online application or paper version) 
6. Conduct and maintain background checks for all volunteers 
7. Properly train Nursery volunteers 
8. Provide oversight of Sunday morning volunteers every Sunday 
9. Maintain enrollment and attendance record 
10. Communicate clearly and regularly with all families of young children on the 

Nursery Hallway.  
11. Maintain an updated list of all expecting parents and connect these families 

with a meal coordinator and Calendar Girl pray-er . 
12. Welcome new babies and their families onto the Hallway with emails and 

tours for new parents 
13. Host a new parents dinner in January or February for all couples with babies 

born in the previous year 
14. Maintain and update all signage on the Hallway  
15. Maintain updated records of children and families  
16. Maintain double name tag system on the Hallway, updating name tags at the 

beginning of each academic year and maintaining them throughout the year. 
17. Provide important and appropriate information for each room on the Hallway 

particularly, information about children and families that are on the roster for 
that room (updated allergy information and contact information). 

18. Keep track of expenditures. 
19. Make annual budget proposal 
20. Take care of facilities.  Updating toys as needed and shelving and furniture. 
21. Develop and cultivate supportive relationships with the families 

connected to the Nursery Hallway. 
 

D. Women’s Bible Study 
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1. Stay in contact with WBS Steering Committee about dates, schedules and 
registration of women and children for Thursday morning Bible Study. 

2. Hire, train, and supervise correct number of paid childcare workers (as per 
Child Security Policy) 

3. Maintain timesheets for workers and turn in payroll requests to bookkeeper 
4. Supervise Thursday morning childcare for WBS. 
 

II. Administrative tasks 
A. Paid Childcare Workers 

1. See above for WBS responsibilities 
2. Provide paid childcare workers for all scheduled Blacknall events outside 

of Sunday morning that request childcare. (Table Talk, Communion and 
Healing Services, Mission and Outreach Dinners, Lent services, Alpha 
Marriage, ISI suppers, other Holiday services, special programs and 
events) 

3. Follow Child Security Policy in hiring and assigning correct number of 
workers (as per Child Security Policy) for every event 

4. Interview, hire, and properly train all paid childcare workers 
5. Background check and screen paid workers, making sure they complete all 

required paperwork and that information is logged in the CCB database. 
6. Monitor paid workers. 
7. Keep updated payroll and weekly timesheets for all paid workers. 
8. Make bi-weekly check requests for workers 

 
B. Child Security Training for all volunteers 

 
C. Budget 

1. Develop in coordination with DECM 
2. Monitor expenses on a monthly basis 

 
 

D. Oversight of physical facilities 
1. Monitor condition of all facilities used for Preschool Children’s 

Ministries. 
2. Report repair needs to Diaconate. 

 
                   E. Annual Report to Session 
 

III. Leadership meetings 
A. Staff Meetings (Weekly) 
B. New Members Class (Quarterly) 
C. Meet with DECM (Weekly) 


