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       JOB DESCRIPTION FORM 
                                                                              LIVE LOVE LEAD LIKE JESUS

	Ministry Area
	Children’s Area 

	Vision Alignment  Brief Explanation
	To provide assistance to the Children’s Director as we minister to families in ways that lead to a life of worship, growth and service.

	Job Title
	Children’s Ministry  Assistant 

	Reports to
	Brittany Pound 
	Title
	Children’s  Ministry Director

	

	Hourly Rate:


	$10 per hour 

	Type of position:

 FORMCHECKBOX 
  Full-time

 FORMCHECKBOX 
  Part-time  16 hours weekly 

	Hours:  
 FORMCHECKBOX 
  Exempt (Salaried Worker)
 FORMCHECKBOX 
  Nonexempt  (Part-time Worker)
 FORMCHECKBOX 
  Youth Worker



	

	General Description

	Responsible to assist the Children’s Ministry Director by helping with administrative tasks (e.g. invoice processing, timesheet preparation, purchasing/inventory assistance, attendance/Realm processing, scheduling workers, and ministry planning, and check in).   Assist with administrative tasks by building a volunteer team (e.g. Check-In, Realm, ministry preparations).   Aide in preschool and children’s ministry class preparations, set up and execution.  Occasional weekend work may be scheduled as necessary. Flexible hours. 
Temporary modifications to provide reasonable accommodations do not waive any essential functions of the job requirements.

	work experience requirements

	· Experience with Children ages Birth-Middle School
· Has a desire to share the love of Jesus with children, and demonstrates a commitment to biblical Christian principles and teachings (consistent with SHBC) both professionally and personally. 
· Office and organizational skills needed. Experience with Excel and Microsoft Word.
· Sufficient good personal health and physical ability to perform duties and handle children appropriately.



	education/Certification requirements

	· None required 
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SPRING HILLS BAPTIST CHURCH
B U I L D I N G  G E N E R A T I O N S  F O R  J E S U S  C H R I S T



L O V E  L I K E  J E S U S .  L I V E  L I K E  J E S U S .  L E A D  L I K E  J E S U S .











