
SEVERNS VALLEY BAPTIST CHURCH
SVKids Ministry Assistant

JOB DESCRIPTION

This Ministry Assistant will be under the supervision of the Preschool Minister and Children’s
Minister.  This is a part-time position.

A.  Basic Job Description
1. Provide administrative support related to these ministries.
2. Ensure the SVKids information is current in the church database (Planning Center).
3. Ensure the ministries’ calendars are up-to-date.
4. Assist in enlisting volunteers, ordering supplies, and preparing materials for various

events.
5. Coordinate publicity for various events and programs through the Media Ministry.
6. Coordinate paid Childcare ministry; hiring workers, staffing childcare for church

programming and events, supervise childcare staff during events, train new hires,
coordinate yearly all-staff training for childcare staff.

7. Coordinate MOPS childcare
8. Build relationships with families of childcare staff and attendees, talk with parents and

answer any questions they may have.
9. Restock and organize classrooms when needed, let SVKids Associate know when

supplies need to be ordered.
10. Assist with running SVKids on Sunday mornings.
11. Other duties as assigned.

B.  Qualifications
1. A committed Christian living in accordance with the Word of God whose moral character

models the Christian lifestyle.
2. Agree with the doctrinal statement and abide by the by-laws of our church.
3. Active member of Severns Valley Baptist Church or willing to become one within the first

90 days.
4. Ability to be flexible, teachable, and sensitive to God’s leadership.
5. Works well in a team setting, willing to be proactive and step in where needed.
6. Fun loving and friendly demeanor, welcoming personality for new families and guests.

C.  Availability
1. Available to work Sunday mornings.
2. Attend weekly team meetings and monthly all staff meetings.

For more information on the position or to apply, please contact atChrista Clark
christa@sv.church or contact the church office at 270-765-7822.
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