
 Nursery Coordinator 
 Department:  Family Ministry 
 Wage Type:  Part Time, 10 hours / week 
 FLSA Exemp�on:  Non - Exempt 
 Revision Date:  July 25, 2022 

 Responsibili�es 
 The Nursery Coordinator (NC) is responsible for coordina�on of Nursery Care at both campuses.  The NC is a highly organized 
 and efficient administrator serving a mul�tude of families with young children and suppor�ng the discipleship process through 
 this piece of ministry.  The NC must ensure that work  performance, files, and documenta�on are in compliance with Church 
 Bylaws, Human Resources Policy, and Standard Opera�ng Procedures.  The NC must lead by example; maintain high core values 
 and CL Mission. 

 Supervisor:  Execu�ve Director of Family Ministry 
 I.  Operate with an Outward Mindset. 
 II.  Establish and execute nursery policies and procedures. 
 III.  Effec�vely manage nursery staff wages as part of the Family Ministry budget. 

 Coworkers:  Family Ministry Team and Childcare Assistant  Directors 
 I.  Ensure the nursery is mee�ng the needs of parents with young children in partnership with the Family Ministry Team 

 II.  Collaborate with Childcare Assistant Directors to share space effec�vely. 

 Direct Reports:  Paid Nursery Staff and  Volunteers 
 I.  Partner with the Director of Staff Engagement to hire paid nursery staff at both campuses. 

 II.  Train incoming new staff to nursery processes and procedures. 
 III.  Set the staffing schedule for the nursery at both campuses. 
 IV.  Recruit and assign subs�tute nursery staff as needed. 
 V.  Approve �me cards and informally evaluate nursery staff on a regular basis. 

 Recipients:  Families with Young Children 
 I.  Supply the nursery with  items needed for op�mal care  of young children. 
 II.  Implement procedures that provide for the care of young children suppor�ng the larger ministry work at Christ Lincoln. 

 Competencies 
 The NC shall have the minimum competencies to successfully and efficiently complete work du�es. Qualified Candidate will 
 possess: 

 I.  The ability to read, write, and comprehend the English language. 
 II.  Troubleshoo�ng skills to process breakdowns to create and implement solu�ons. 
 III.  Excellent verbal and wri�en communica�on skills. 
 IV.  Strong organiza�onal skills with a�en�on to detail. 
 V.  Demonstrated ability to mul�task and priori�ze daily workload. 
 VI.  Rela�onship skills to effec�vely present informa�on & respond to ques�ons from managers, customers, and the public. 
 VII.  Ability to take the ini�a�ve and be a self-starter. 
 VIII.  Flexibility in work schedule to accommodate evening and Sunday responsibili�es. 

 Abili�es 
 The Nursery Coordinator should exemplify these skills: organiza�on, professionalism, posi�ve a�tude, accountability, respect 
 and excellence. Strong understanding of budge�ng through monitoring of expenses and implementa�on of cost-saving 
 measures is also an expecta�on of this posi�on.  The Nursery Coordinator is also required to act ethically, build trust through 
 reliability and authen�city and admit mistakes. Refer all unethical ac�ons to the Director of Staff Engagement. 

 Qualifica�ons 
 Proficiency in Microso� applica�ons and Google Suite preferred. Must be reliable in adhering to a schedule to include 
 occasional Wednesday evenings and Sunday mornings as nursery staffing requires.  Christ Lincoln membership is required. 



 Equal Opportunity Commitment/Americans with Disabili�es Act 
 Christ Lincoln is an equal employment opportunity employer.  This policy of equal opportunity and an�-discrimina�on protects 
 applicants and employees from discrimina�on in hiring, promo�on, discharge, pay, fringe benefits, job training, classifica�on, 
 referral, and other aspects of employment, on the basis of race, color, religion, sex (including pregnancy), disability, na�onal 
 origin, age, marital status, veteran status, or other non-merit factors will be prohibited. 

 Christ Lincoln will comply with the American with Disabili�es Act. The Act protects qualified individuals from the discrimina�on 
 on the basis of disability in hiring, promo�on, discharge, pay, fringe benefits, job training, classifica�on, referral, and other 
 aspects of employment.  Disability discrimina�on includes not making reasonable accommoda�on to the known physical or 
 mental limita�ons of an otherwise qualified individual with a disability who is an applicant or employee, barring undue 
 hardship. 

 It is Christ Lincoln’s policy not to discriminate against any qualified employee or applica�on with regard to any terms and 
 condi�ons of employment because of such an individual's disability or perceived disability so long as the employee can 
 perform the essen�al func�ons of the job.  Consistent with Christ Lincoln’s Non-Discrimina�on Policy, Christ Lincoln will 
 consider reasonable accommoda�ons to a qualified individual with a disability, as defined by ADA  . 
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