
CENTENARY UNITED METHODIST CHURCH 
Children’s Ministry Assistant 

Job Description 
 
 
The Children’s Ministry Assistant works under the direction of and with the Associate 
Minister with Children to develop a comprehensive and holistic ministry to children and 
their families in Christian Education, spiritual formation, faith development, worship, 
evangelism, mission and outreach. 
 
RESPONSIBILITIES: 
 

1. Assist the Associate Minister in the execution of weekly Children’s Worship and 
preschool story time.  

2. Using curriculum resources develop and lead the large group portion of weekly 
Large Group/Small group Sunday School 

3. Supervise, Coordinate and Oversee the nursery coordinator, paid nursery staff 
and volunteers participating in nursery and childcare ministry. 

4. Provide appropriate levels of staff support and guidance to lay ministry 
volunteers in the planning of special events including Father/Daughter Dance, 
Mother/Son Bowling, Easter Egg Hunt and other. 

5. Assist in the planning and leadership of Wednesday night programming for 
children and families in conjunction with the Associate Minister, Director of 
Music and laity.  

6. With the communications department, promote information and 
communication about children’s ministry with parents, children and the church 
using the weekly email, bulletin announcements, social media and other 
avenues. 

7. Plan and implement mission opportunities for children and families including but 
not limited to back pack Ministry, Angel Tree, Rise Against Hunger, and Older 
Elementary Mission Week. 

8. Plan and implement ministry opportunities for preschoolers and their families 
including but not limited to Play Date, Kids Day In, Christmas Eve preschool 
Pajama Party. 

9. Assist the Associate Minister and Children’s Council with administrative tasks as 
needed.  

10. Assist in Pastoral Care needs including but not limited to hospital visitation as 
directed by the Associate Minister.  

11. Participate in the annual strategic planning process; manage implementation of 
annual plans and budgeting process according to the mission, goals and objectives 
of the Church especially related to Children’s Ministries. 

12. Participate in staff meetings, leadership meetings and the general life of the 
church, collaborating with the other staff members to complement the 
Children’s Ministries with all other areas of church ministry. 



 
 
QUALIFICATIONS:  

1. Undergraduate degree in Christian Education or Childhood Development 
required; Master’s level or seminary degree preferred 

2. Good understanding of The United Methodist Church, its polity, history and 
beliefs 

3. Experience: Minimum 2 years experience in and leadership of a successful 
Children’s Program is preferred.  

4. Demonstrated ability to connect with children and adults on a spiritual, 
emotional, intellectual and social basis 

5. Strong written and oral communications ability 
6. Demonstrated strategic thinking and performance. 
7. Excellent interpersonal skills, able to work in a team environment with all levels within 

the organization. 
8. Proven leadership and excellent organizational skills.  Must be able to prioritize and 

balance multiple projects.  
9. Primary gifts of administration, leadership, discernment, encouragement, and teaching 

are necessary.  
10. Basic computer skills and willingness to learn new software to assist with programming.    

          
      

The above statements are intended to describe the general nature and scope of work being 
performed by persons assigned to this classification.  They are not intended to be construed as 
an exhaustive list of all duties, skills, and responsibilities required  
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