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Job Title:
     
     Weekend Coordinator
Department:
     Children’s Ministries

Reports to:
     Program Managers and Childrens Minister
Classifications:       Non-Exempt / ($15.00/hour) Interim and as needed
_________________________________________________________________________________
PRIMARY PURPOSE:  The Weekend Coordinator is responsible for opening/set up/supervision of the CPC Kids Programming for Worship Services. (2.5 – 6.5 hours/week based on needs).  This includes Nursery, Preschool and Elementary programs. Availability on Saturday’s from 4pm – 6:30pm is mandatory. We anticipate this role as a rotational, so this individual will work a few Saturday nights a week and some Sunday worship services too. Not expected every Saturday. This individual must love infants, toddlers and elementary-aged kids. The Weekend Coordinator will interact with our church members and should exude warmth, confidence, and the ability to manage a variety of people and challenges with safety and grace. Some technical knowledge and expertise will be needed.
MEASURE OF SUCCESS:   Positive feedback from parents, volunteers, and manager to indicate satisfaction with program and supervisory style.  Supervision of children’s program when scheduled. Ability to work collaboratively with others to achieve the goals and objectives of CPC and the Children’s Ministry. 

SUPERVISION OF THE FOLLOWING:


Caregivers


Volunteers
Interns
PRIMARY RESPONSIBILITIES:
· Open the classrooms and set up necessary items for the program
· Knowledge of Kiosk check-in/check-out system (New Families, Group info, etc.)
· Set-up Volunteer Café for CPC Kids Volunteers
· Supervise caregivers and volunteers scheduled for Saturday nights. Make sure that all safety and hygiene standards are followed. (Name tags, only staff changing diapers/gloves, mouthed toys sanitized etc.)
· Welcome all families to CPC Kids and present a cheerful, warm, and confident introduction to our children’s program.

· Make sure all belongings are labelled with their first and last name (mainly in the nursery and preschool)
· Verify nametag sticker information, read aloud the name and room location to confirm with parent, highlight any allergies or special instructions on tag; attach the nametag to back of child, and give matching claim ticket sticker to parent.
· Makes the decision on when a parent is to be called back based on a child’s needs. (Should consult with Preschool/Nursery Manager with any questions or concerns).
· Prompt and thorough documentation of any incident in addition to immediate involvement of manager. 
· Train/Orient new greeters and volunteers on departmental standards and policies.
· Accurate name/head count totals in classroom: confirm printed attendance report, making detailed notations and immediately reconciling any deviations.
· Always available to communicate with staff via text on his/her mobile phone.
· Lead emergency/evacuation procedures should one arise (see Volunteer Manual).
· Ensure and follow-up with Kiosk check-out procedures.
· Request claim ticket from parent to release infant/toddler/kid: Match the claim number from the parent to the nametag number on the child’s nametag.
· After verification, safely release the infant/toddler/kid to their parent/guardian. 
· After all infants/toddlers/kids have been released, assist and supervise in clean-up, including, but not limited to: wipe off tables and chairs; return turned-off Kiosk, snack items, to their designated storage locations; insure that all sanitation standards have been enforced.
· The Weekend Coordinator must demonstrate good organizational skills, a clear, gentle and confidant communication style, a love for infants/toddlers/kids. Must follow all safety and security guidelines as instructed by Program Managers and the Childrens Minister.
SECONDARY RESPONSIBILITIES:

· Development and maintenance of positive relationship with other church employees.
· Follow recommended management procedures described in the Human Resource Policy and Procedure Handbook.

· Perform all duties assigned by manager to meet safety, time, and program requirements.

Strive for a Christ-centered, positive, team attitude and follow the Ministry Conduct Agreement as well as CPC’s Peace and Unity Conflict Policies/Scriptural Teachings to handle conflict resolutions.   Respond to the requests of your Director to assist with needs to insure the smooth operation of the department and serve our members, their families, and God.
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