Coordinator of Nursery Ministry
Do you love working with young children ages 4 and under?

Port Nelson United Church is looking for a Nursery Coordinator to care for this age
group on Sunday mornings from 10 am to noon from September 2026 to June 2027.

Remuneration will be $20 per hour. Please see the attached Position Description.

Interested applicants please send your resume and cover letter by July 24t to
mpcommittee@portnelson.ca

1.1 Summary

The Coordinator of Nursery Ministry is responsible for creating a warm, safe, and caring
environment for infants and toddlers during Sunday worship (September to June). This
role ensures parents can fully participate in worship, knowing their children are well
cared for in an age-appropriate, faith-based setting. The Coordinator leads a team of
volunteers, manages scheduling and safety, and introduces simple spiritual practices
such as story time, songs, and prayers to support early faith development. They also
build positive relationships with families and help maintain a clean and welcoming
space.

1.2 Responsibilities

e Ensure a volunteer schedule is prepared and kept up to date with correct contact
information, including a list of alternates, to ensure that 2 volunteers are present
each Sunday from 10 am to noon or as needed

e Ensure that volunteers understand their role of welcoming and caring for the
children including:

Following policies and procedures related to Duty of Care

Following procedures for signing in and out
Ensuring that the pager is given to each family
Ensuring that set up and cleanup is done
Ensuring respect of shared space

e Set up the nursery space before children’s arrival (ex. age-appropriate toys,
carpet, pagers, etc.)

e Return all items back to storage room, follow with sweeping and mopping
daycare floor
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e Ensure that the nursery equipment and toys are age appropriate and in good
condition and that cleanliness is maintained
e Ensure that the pager system is maintained
e Communicate with parents or those who have accessed the nursery/toddler
service to receive feedback on their experience
1.3 Leadership

e Work with a team of volunteers to coordinate effective direction of this ministry
e Liaise with the Spiritual Growth Ministry and other members of the staff team

1.4 Support

e The Ministry & Personnel Committee is available for consultation and support

1.5 Accountability
e Developer of Children & Youth Ministry



