
4201 Heritage Trace Pkwy 

Fort Worth, TX 76244 

 

Part-Time Position 

Department: Children’s Ministry 

 

Position Summary: The Preschool Coordinator is, first and foremost, loving and caring for the preschool 
aged children at Heritage.  The part-time position participates in coordinating, planning and the execution 
of all Children’s Ministry events, activities and services. This Preschool Coordinator works under the 
direct supervision of the Children’s Minister.  

Job Responsibilities and Duties:  

1. Responsible for overseeing the entire operation of the preschool department to include 
ensuring all necessary supplies are prepped and ready for services on Sunday.    This 
includes a 9:00 worship service, 10:15 Bible class time and 11:00 worship service.   

2. Works 20-24 hours per week with other Children’s Ministry staff during Heritage office 
hours, primarily 9:00am-4:00pm Monday, Tuesday and Thursday 

3. Maintains safety for Sunday Services by ensuring each classroom is adequately staffed and 
all new volunteers have proper background checks. 

4. Responsible for weekly prepping of all preschool curriculum, and programming for the 
above service times.  

5. Recruiting and leading all preschool volunteers.   
6. Provides ongoing training and support to all preschool ministry volunteers. 
7. Develops and maintains relationships with preschool volunteers through weekly emails, 

phone calls and volunteer appreciation events.  
8. Participating in overseeing, planning and organizing special events such as Easter events, 

Trunk of Treats, Christmas event and FX events.  
9. Participates in overseeing, planning and organizing preschool VBS.  This includes: theme 

related crafts, snacks and activities along with finding the volunteers to staff.  
10. Attends all required staff meetings to include, but not limited to, weekly CM meetings, 

weekly Family Ministry meetings and Monthly all staff meetings 
11. Must be able to nurture children in a caring and safe environment. 
12. Provide care for and communication with preschool families.  
13. Evaluate the Preschool Ministry and provide improvement steps on a regular basis. 
14. Spend one service time in the Children’s wing each week.  This can be in the form of 

attending a preschool worship service, greeting parents, communicating with volunteers 
and teachers.   

15. Must be open-minded and flexible as the ministry and the church grows.  

The above summary of duties represents the major tasks and duties. This is not intended to be an all-
inclusive list of responsibilities. Therefore, the individual may perform other related tasks under the 
direction of the Children’s Minister  

Job Skills and Requirements:  

1. One year of experience in a management position (paid or volunteer).  
2. Minimum of one year of experience in a church preschool children’s ministry department.  
3. Excellent interpersonal skills with experience in conflict resolution.    
4. Excellent verbal and written communication skills. 
5. Strong organizational skills.  
6. Familiarity with MS Windows operating system: MS Word, MS Excel, Internet Email and 

Internet usage.  
7. Self-motivated and flexible.  
8. Ability to work independently and in a team-oriented environment.  
9. Ability to recognize and maintain confidentiality as appropriate.  



 

Expectations of Staff:  

1. Christ-centered behavior at all times. i.e. treating people with dignity, respect, compassion 
and integrity.  

2. Successful completion of a background check.  
3. Pleasant and professional personality and appearance.  
4. Member and a regular attendee of a Heritage Church of Christ.  
5. Adheres to policies and procedures as stated in the Heritage Church of Christ employee 

handbook.  

Physical Requirements  

1. Must be able to stand, sit, reach, and lift up to 40 lbs. 

 

 

 

 

 

 

 

 

 


