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Urban Grace
Job Description and Qualifications
	Position:
	Nursery Supervisor (Childcare Provider)

	Department:
	Youth & Family

	Incumbent:
	

	Reports To:
	Children’s Ministry Coordinator

	Supervisor of:
	Nursery childcare providers

	Type of Position: 
	Part-time, 12-18 hours/month, $13.50/hour compensation

	Issue or Revised Date
	8/15/2018

	
	

	Purpose

	

	To supervise and participate in the provision of consistent and loving care of children ages 3 months to 12 years during Urban Grace church services (Sundays 10am-12pm) and special events. 

	
	

	Primary Duties
	

	
	
	% of Time

	1. 
	Complete Orientation, Training and Online Safety courses as assigned; participating with Children’s Ministry Coordinator to schedule and provide training to Nursery staff.
	5

	2. 
	Oversight of childcare providers who care for children ages 3 months to 3 years with occasional assignment with school-age children.
	70

	3. 
	Clean up and organization of children’s spaces, storage, and other used rooms.
	10

	4. 
	Consistent and clear communication to Children’s Ministry Coordinator about plans, observations, requests, and concerns, typically in a weekly report
	5

	5. 
	Professional and culturally sensitive communication with parents and congregation members.
	5



	6. 
	Supervisory duties as assigned including creating schedule for staff, assuring that all positions are covered as needed, recruiting and interviewing new staff and disciplining and correcting staff as required.
	5


Knowledge and Experience 
	1. 
	Love for children and their well-being

	2. 
	Reliable, empathetic, and honest

	3. 
	Strong verbal communication skills in English with children and parents

	4. 
	Flexible evening and weekend schedule.  Sunday mornings required.

	5. 
	6 months-1 year childcare experience preferred

	6. 
	High school diploma or GED equivalency preferred

	7. 
	Respect for all people and the Christian church


Physical Demands

· While performing the duties of this job, the employee is regularly required to talk, hear, read, and interact with children and adults.
· Specific vision abilities required by this job include close vision and the ability to adjust focus.
· Ability to climb stairs and navigate a large, historic 4-story building that does not have an elevator.
· Ability to bend, grasp, lift, carry, and move objects of up to 30 lbs.
Work Environment

· The majority of the time is spent in general classroom conditions within the Urban Grace building.

· Some exposure to noise, odors, and worksite hazards.
	All employees are required to satisfactorily perform the essential duties and responsibilities of their position. ( The essential duties and responsibilities listed above are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required.  (   Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this job.  
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