Job Description
Are you passionate about quality programs for children in our community? 
Sardis Doorway is currently looking for a Children’s Program Coordinator to take on the rewarding task of planning and implementing a quality children’s program for the children who attend Sardis Doorway for Mothers & Children Society programs. 
Position Description: The Sardis Doorway Children’s Coordinator is responsible for the planning and implementation of a quality program for children age 0-5yrs old. Responsibilities include training and supporting volunteers, selecting or writing curriculum, planning an engaging program, ensuring child safety standards are met, and partnering with parents to foster optimal growth and development of each child. 
Responsible to: The Children’s Program Coordinator is responsible to the Sardis Doorway Program Director and works along side the leadership team to ensure quality programming. Core Duties and Responsibilities • Program Leadership & Vision: Continue to deliver a vibrant children’s program (birth-age 5) that aligns with the overall mission and purpose of Sardis Doorway for Mothers & Children Society. (see www.sardisdoorway.com) • Volunteer Management: Train and mentor volunteers, schedule volunteers to ensure ratios are met, and oversee children’s volunteers on program days (Weekly programs run on Tuesday and Wednesday mornings and occasional training days) • Teaching & Curriculum: Select or curate and ensure delivery of age-appropriate and play-based curriculum for all age groups. • Family Partnership: Act as a liaison between the program and children’s mothers, provides resources and support as well as referrals as needed. • Special Events: Organize farm field trip (1 per year) as well as childcare for occasional certification days. • Safety & Compliance: Oversees safety in all areas and adherence to safety and abuse prevention plans. Key Qualifications & Skills • Spiritual Maturity: A growing relationship with Jesus Christ, a passion for children and family ministry and meaningful involvement in the local church. • Education: Early Childhood Education or other education and/or experience related to planning and overseeing of a quality children’s program. (ie experience as a children’s pastor or teacher) • Experience: Related experience that includes program administration and leadership. • Leadership: Strong team building, interpersonal, and communication skills. Organized, approachable and willingness to learn. • Administrative Ability: Capable of managing budgets, planning events, and coordinating schedules. • Availability: Weekly programs run on Tuesday and Wednesday mornings, requiring work hours from 8:00am-2:00pm. Additional hours to plan can be done from home. Occasional Monday certification days and training days. Benefits and 
Compensation: • $29.50/hr, 13hrs/week x 42 weeks (no extended benefits) 
Position Summary: This is a part time position requiring collaborative work with the Program Director of Sardis Doorway for Mothers & Children Society and other staff to create a safe and engaging environment for the families who attend and the other volunteers. 
Application Instructions*(required)
Contact us and we will send you the application package you will need your resume in addition to the application form we will send you. 
Sardis Doorway is a Christian organization.
Email: sardisdoorway@gmail.com
Phone: (604) 819-6556



