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Each Christ the King Community Church staff member shall embrace the mission, vision, and values of Christ the King Community Church and shall contribute to a positive work environment.

JOB DESCRIPTION
Employee Name:  
Start Date:  ASAP
Team Assignment:  Kid’s Worship Life
Supervisor:  Chad Hoffman
Position:  Kids Worship Life Community Coordinator
Exemption Status:  Non-exempt

Pay:  12.00/hr
Hours per Week: 30 

Combined Schedule:  Saturday-Wednesday
See New Hire Summary for start dates of benefits associated with this position.


Job Responsibilities

Mission:  

The Kid’s Worship Life Community Coordinator will help to fulfill the mission of CTK by creating a bridge from the community and community life to worship life for children and their families. 

Vision: 

The vision for the KWL Community Coordinator is to see growing numbers of kids and families experience the joy of salvation for the first time, and have a system of follow up to grow in discipleship. 
· Weekend Responsibilities
· Connection point person during weekend services to guests who come from the community to our services.
· Welcoming and escorting guest families.
· Oversight of weekend small group environments throughout the children’s ministry. 

· Give leadership to the world class customer service experience on weekends.

· Get feedback on guests and new families’ experiences here at CTK. 
· Volunteer Recruitment
· Recruit and support high capacity leaders who are able to duplicate the mid-level capacity leadership roles of the Community Coordinator
· Identify and develop Team Captains around mission, leadership and encouragement of the volunteer teams
· Collaborate with Kids WL Director and Kids WL Team to provide training for Kids WL Volunteers (safety, security, protocols, mission, vision, etc)
· Weekday Responsibilities
· Work with Early Childhood Coordinator on weekday programming

· Look for ways to bridge the community to our weekend services through programs, events, relationships, etc

· Work with Community Life Director to be the liaison between worship life and community life

· Oversight of weekday small group environments

· Give direction to the creation and leadership of evangelistic and outreach orientated programs and events.  

· Look for ways to connect with influential and important non-faith community groups to increase the positive view of CTK and Christ to the community.  
· Assist in following up with first time visitors.  

· Leadership of self.  Continually be learning current trends, seeking input from the community, reading books, etc.

· Work with para-church organizations to learn from and partner with.  

· Be “at the table” regarding discussions around family ministry 

· Be a contributor to assist in the overall leadership and direction of Kids’ Worship Life ministry


· Environment
· Work with Production Coordinator and Kids WL Staff to purchase and maintain an inventory of supplies used in small group environments.
· Provide direction for the set up of all rooms used for weekday outreach
· Create an appealing environment for community events
· Communication-internal and external

· Maintain excellent communication with Life Stages Staff Lead, Interests Staff Lead and Neighborhood Staff Lead to build ways for families to get connected with Community Life
· Work closely with other Kids’ Worship Life staff to minimize overlap in communications to families and wherever possible create synergy

· Broaden the focus of communication so that it applies to families that are and are not believers

· Develop new ideas to shift communication from print-based to web-based (ex. better use of Facebook and website, weekly newsletter/email to families, etc.)
· Be the research and development team of the Children’s Ministry to constantly be evaluating if what we are doing is going to impact and reach those who have written off church as irrelevant, boring, and judgmental.  
· Coordination 
· Attend CTK staff meetings 
· Kids’ Worship Life Team meetings.  Bring the outsider perspective to all meetings, discussions, and programs the ministry is working on.  

· Committee meetings as they apply to job role and scope.  
· Will work with Community Life Director to create a seamless transition of information, direction, and vision between worship life and community life.
· Meet regularly with the Kids Worship Life Director
· Attend applicable CTK trainings, be an active and effective learner
· Qualifications
· Pursue a personal relationship with Jesus Christ

· Lead and steward the life and gifting that God has given you

· Be a regular attender of Christ the King Community Church  

· Must have an active and obvious love for God

· Must be able to clearly articulate a Biblical view of the Gospel in the person and work of Jesus Christ, particularly to children of all ages

· Must be familiar with and believe in the mission and vision of CTK

· Lifestyle must be above reproach

· Have a clear understanding of his/her spiritual gifts

· Manage his/her personal schedule and steward time well

· Articulate his/her personal theology and philosophy of ministry

· Must be teachable with a proven, strong work ethic

· Must have an active prayer life

· Is able to work well in collaboration with a team

· Must be a leader of leaders, able to train and support leaders 
· Ability to organize and mobilize teams.
· Must have an obvious heart/call to minister to the lost and broken

· Must have experience and be able to easily work with Word, Excel, Publisher and Outlook

· Is able to communicate professionally and effectively in both verbal and written formats with correct grammar  
Expectations 

The expected behavior for all CTK employees is as follows: 

· Maintain a growing relationship with God.  Read.  Meditate.  Pray.  Share.
· Highly committed to the mission of CTK.  Willing to sacrifice for it.  Willing to endure hardship for the cause of Christ.  

· Develop open, honest, protective, and supportive relationships with other team members.  Talk with colleagues, not about them.  Clear the air.  Be positive.  Work through problems. 

· That you will be confidential about sensitive matters.  Don’t share confidences.  No gossip.  No talking with people who are not part of the problem or the solution.

· That you will take responsibility for your area of ministry.  Own it.  Have a vision for it.  Develop it.  Take initiative.  Take care of it.  

· That you will be personally organized to keep track of important dates, phone numbers, assignments and instructions.  Have a day timer.  Set up a filing system.

· That you will strive for excellence in everything you do.  Pay attention to details.  Ongoing improvement.  

· That you will be growth oriented and plan on serving twice as many people as your presently do.  Organize with growth in mind.  Plan for the future.

· That you will limit your span of care to not more than five to seven people for yourself and those you supervise.  Develop leaders.  Redistribute the work.  Keep it manageable.  Break it down.

· That you will promptly follow-up on contacts with 48 hours.  Assignments from Sunday morning completed by Tuesday morning.

· That you will develop systems that give people clear ownership of the ministry.  Schedules.  Job descriptions.  Procedures.  Phone #s.  Team leaders.  Team rosters.  Team meetings.  Organizational charts.

· That you will recruit people for your area, with strong leaders and administrators being placed in strategic places.  Identify, recruit, deploy, train, support volunteers.

· That you will create redundancy in your area of ministry.  Supervisors, emerging leaders in place to easily substitute.  At least two people who know every job and are empowered to carry it out.

· That you will think ahead and anticipate concerns and areas of need before they become a crisis.  Know what the problems are.  Address them.  Be proactive.

· That you will help to create and maintain a positive working environment for the people who serve under you.  High morale.  Lots of encouragement.  Thanks for a job well done.

· That you will promote your ministry area to the rest of the church.  Newsletter articles, classified ads, program announcements, word of mouth.

· That you will innovate and take advantage of opportunities as they present themselves.  Take us to places we’ve never been before.

· That you will communicate weekly with your supervisor and report areas of concern, success, progress.  Notify about absences, vacation time, etc.
· Receive and carry out assignments given by the Management Team

· Adhere to all CTK fiscal policies, including budget guidelines and spending procedures.
Terms of Employment

Employment with Christ the King Community Church is at will, and neither Christ the King Community Church nor you have entered into a contract regarding the duration of your employment. You are free to terminate your employment with Christ the King Community Church at any time, with or without reason. However, to allow adequate time to transition critical job functions, we ask that a minimum of 2 week’s notice is given for administrative positions and a month for ministry positions if at all possible. Christ the King Community Church has the right to terminate your employment with or without reason.

We consider each staff person at Christ the King Community Church as a representative of the Church in the community. Therefore, it is important that every person working for Christ the King Community Church understand that we hold ourselves to a high standard as to our personal behavior on the job and off. Incidents that are inconsistent with such standard may lead to dismissal, notwithstanding the fact that they may be unrelated to an employee’s specific job duties at the Church. Employment may be terminated for poor job performance or for conduct that is unacceptable for Christian employees. Should you have questions regarding such standards, please feel free to ask a member of the Executive Team.

The Employee Handbook provides detailed information on general employment information, employee benefits, and employee conduct.

Employee Acknowledgment 
I understand and agree with the above job description and terms of employment.

Employee: ____________________________________  Date: __________________________

Supervisor: _____________________________  Date: _______________________

Management: _____________________________  Date: _______________________
Our mission is to create an authentic Christian community that effectively reaches out to unchurched people in love, acceptance and forgiveness so that they may experience the joy of salvation and a purposeful life of discipleship.


