
3rd and 4th GRADE COORDINATOR

JOB DESCRIPTION (PART-TIME)

JOB SUMMARY

The 3rd and 4th Grade Coordinator will report to and assist the Children’s Pastor in the supervision of all activities and ministries that pertain to 3rd and 4th grade children.  The supervision entails proper coordination and care for children who are in attendance on Sunday A.M.  This person reports to the Children’s Pastor.

DUTIES AND RESPONSIBILITIES

1. To recruit and train volunteers for the 3rd and 4th grade classes for Sunday A.M.

2. To ensure that the 3rd and 4th grade rooms are clean and ready before class starts.  Rooms must be checked after each session you are responsible for.  Ensure that all toys and equipment are clean and sanitary.  Ensure that the rooms have the necessary supplies.  (Ex: Kleenex, snacks, table cleaner, office supplies, and classroom supplies.)

3. To ensure that volunteers adhere to the childcare policies.

4. To assist in creating a friendly and safe atmosphere for children and workers.

5. To work approximately 10 hours a week in the following ways:



Supervise: Sunday A.M. 

Weekday preparations and Care: 


Follow up on Newcomers.


Acknowledge birthdays of children and volunteers in your dept.


Ensure that children who are ill or absent are contacted by a card or call.


Maintain Proper facility care.

Recruit a team to decorate and maintain the 3rd and 4th grade classrooms.

Recruit and train leadership for the 3rd and 4th grade classes.

Be in contact with volunteers by reminding them of their assignment and giving support and encouragement.

Sort and distribute curriculum to teachers and assistant.

Evaluate your area weekly and make necessary changes.

6. To communicate regularly and meet with the 3rd and 4th grade leaders of Wednesday Night, Sunday Morning or Sunday Night to cast vision and update on new policies for a particular age group.

7. To work with the Children’s Pastor in planning quarterly events for the 3rd and 4th grade children.

8. To work with the Coordinators in the Elementary department in providing support on All Church Events, making sure that your age group of responsibility is provided.

ANSWERABLE TO WHOM

Elementary Director/Pastor

Children’s Pastor

OTHER

An extremely important aspect of this position is the spiritual character and integrity of the individual who fills it.  They shall be a team player, possess spiritual sensitivity, and exhibit these qualities in everyday life.
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