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SPECIAL EVENTS CHILDCARE COORDINATOR

Effective Date: 		September 25, 2026

Classification:		Part-Time, Non-Exempt

Reports To: 		Children’s Ministry Director

Compensation:		$15-$18/hour

General Purpose: 	Plan and oversee childcare operations for Special Events, ensuring safe, organized, and welcoming childcare environments that support children, families, volunteers, and ministry leaders.

Key Responsibilities
· Childcare Program Coordination – Oversee childcare operations for Special Events (ex: Global Impact Celebration, Grace Family Christmas, other unique conferences, etc.)
· Recruitment – Recruit required number of childcare workers to ensure proper room ratios for each Special Event.
· Training & Compliance – Ensure safety, documentation, and background-check requirements are met for all workers.
· Scheduling & Registration Management – Coordinate staffing schedules, room assignments, and registration capacities.
· Classroom & Resource Oversight – Maintain clean, safe, and well-supplied childcare environments.
· Program-Day Operations – Oversee check-in, check-out, hallway supervision, and childcare staff support.
· Child Safety & Quality Assurance – Maintain ratios and ensure compliance with church policies.
*Responsibilities and tasks outlined in this document are not exhaustive and may change as determined by the needs of the church. 

Qualifications:
Required
· Experience working with children and families.
· Strong organizational and time-management skills.
· Excellent interpersonal and communication skills.
· Ability to recruit, lead, and encourage volunteers.
· Ability to work collaboratively with staff and parents.
· Ability to be physically active for extended periods.
· Commitment to the mission and values of the church.

Preferred Qualifications
· Experience coordinating childcare programs.
· Experience with church management software such as CCB.
· Knowledge of childcare safety procedures and classroom management.
· Experience in a church or ministry setting.
· CPR/First Aid certification or willingness to obtain it.
Personal Attributes
· Warm, welcoming, and servant-hearted.
· Dependable, organized, and detail-oriented.
· Relational and trustworthy.
· Calm and adaptable.
· Positive team player.
· Committed to excellence and safety.

	
	
	



