
Children’s Ministry Assistant 

Status: Part-Time 

 
About This Role 

 
The primary responsibility of the Children’s Ministry Assistant is to keep the Children’s Director’s 
path clear of non essential tasks and decisions so the Director can focus on only what they can do.  
 
Primary Responsibilities and Tasks  

 
1. Plan and execute Children’s Ministry quarterly connection events. 
2. Oversee and lead volunteer Curriculum team to develop and implement Children’s Ministry 

curriculum and Sunday programming. 
3. Maintain supply inventory. 
4. Create a positive Sunday experience through excellence in programming, digital platforms 

and creating a place for the Sunday experience. 
5. Develop, implement and manage a communication strategy in collaboration with the Director, 

Coordinators, Coaches and Communications Manager to keep parents and families 
informed. 

6. Manage and maintain Children’s Ministry budget. 
7. Attend Sunday huddle and observe at least one area of Children’s Ministry weekly to receive 

feedback and evaluate the ministry to make it better. 
 
Strengths & Skills 

1. Strong organizational skills and detail oriented. 
2. Master communicator both verbally and in writing. 
3. Ability to train, organize, and empower volunteers. 
4. Ability to empower and lead teams. 
5. Proficient and accurate in typing, data entry, Microsoft Word and Excel, Google Drive, and 

other digital platforms. 
 
 
 
 
Your Team 

 
This position reports to the Children’s Director.  
 
The position works closely with the Children’s Ministry staff, volunteer scheduler and a team of 
volunteers. 
 
Key Performance Indicators 



 
1. Develop and implement a first time guest follow up system specific to children’s ministry. 
2. Ensure Children’s Ministry spaces are excellent to create a positive Sunday experience for 

volunteers and families from the street to the seat. 
a. All areas are cleaned, organized and set up for Sunday. 
b. Directional signage is clear and communicative. 

 
 
Personal Responsibilities 

 
While not specifically related to the job, here are some personal responsibilities of everyone on staff 
at Grace Place. 
 

● Maintain God-ordained priorities in your life by putting Jesus Christ first, your spouse 
second, your children third and the ministry fourth. 

● Give at least 10% of your income toward the mission and vision of Grace Place. 
● Be loyal to the vision and staff of Grace Place and always protect the unity of the church. 
● Demonstrate a Christ-like attitude through all interactions with congregation, staff, and 

volunteers. 
● Invest and invite the lost to know Jesus and come to Grace Place. 

 
Your Schedule 

 
Hours: 9:00-3:30 Mon-Thurs, 2 hrs on Sunday 
Total: 28 hours 


