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__ “PRODUCING KIDS WHO LOVE JESUS”





Saint Stephen United Methodist Church

Director of Nursery Ministry
The Purpose:  To guide and mentor a child through their early childhood years to know, love and follow Jesus Christ, and to help equip the family in becoming deeply committed Christians.
The Director of Nursery Ministry will serve under the direction of the Director of Children’s Ministry to provide support and leadership in everything that we do as a team to support our purpose.
· The Nursery Director will be involved in all nursery (age 0-3) programming at both campuses – regular weekly programming, Christmas Activities, Easter Eggstravaganza, VBS, Block Party, Fall Festival, and mission projects.
Essential responsibilities include:

· Ensure the physical and spiritual well being our children left in the nursery

· Represent the church and nursery to the families of young children (public relations with parents and children)

· Communicate with families through newsletters, notes, and face-to-face contact

· Recruit, train, and oversee all nursery teachers and volunteers

· Ensure age appropriate curriculum and activities are utilized at all nursery functions

· Develop, post and enforce nursery policies

· Create and maintain a “New Mom” Ministry (coordinate meals, deliver “new baby welcome packets” and visit new baby families)

On a weekly basis, the Nursery Director will: 
· Attend all major nursery functions:  Sunday AM/PM, Monday PM, Wednesday PM, etc.

· Schedule nursery teachers for all events (regularly scheduled and special events)

· Secure substitute or volunteer teachers when needed

· Keep a current list of nursery caregivers with name/address/phone number

· Keep record of attendance, both of teachers and children and send “miss you” and birthday notes as needed
· Maintain nursery bulletin boards
· Purchase supplies needed to support the weekly curriculum

· Provide support to insure that all curriculum is in place for teachers-  (copies, manipulatives, snacks, etc.)

· Inspect nursery equipment and toys.  Purchase and discard items as necessary
· Organize and clean classrooms and report needed maintenance to the Director
· Maintain an adequate inventory of organized supplies (snacks, drinks, wipes, changing pads, covers, etc.)
· Help with any current special activities

The Nursery Director will consult with the Children’s Director regarding any areas of concern.  

