PRESCHOOL MINISTRY ASSISTANT

TO THE CHILDREN’S PASTOR
JOB DESCRIPTION

JOB SUMMARY
The Preschool Ministry Assistant will serve as Secretary to the Children’s Pastor and will be responsible in assisting the Children’s Pastor/Early Childhood Director in accomplishing the ministry objectives at Springs First Church of the Nazarene.  This position will also support the Preschool Director and the Preschool Coordinators.

DUTIES AND RESPONSIBILITIES

1.
To serve as secretary to the Children’s Pastor/Early Childhood Director and Preschool Coordinators, including correspondence, filing, telephone screening, assigned phone calls, appointment setting for baby visits, and other secretarial duties as assigned.  The assistant must also coordinate all bulk mailings for this area of ministry.

2. To coordinate all details for baby dedication services in conjunction with the Senior Pastor’s schedule.

3. To produce any preschool publications.

4. To provide support to lay ministry leaders in the Preschool area as needed, such as Benson Buddies, Preschool Choirs, Small Group Leaders, coordinators, etc.

5. To keep the mailing list and attendance books up to date for the Preschool Department.

6. To order curriculum and supplies as needed for the Preschool classes and ministries.

7. To send birthday cards, get well cards, and “missed you” cards to Preschool children as directed.

ANSWERABLE TO WHOM

Children’s Pastor

OTHER

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