WESTVIEW BAPTIST CHURCH
Job Description - Children’s Ministry Director and Office Manager
(v.4.0; Revised 05/29/2020)

I. PURPOSE
As Children’s Ministry Director (C.M.D.), lead and direct the ministry to children (ages birth - Grade 5)
at Westview Baptist Church (W.B.C.).
As Office Manager (O.M.), serve as the front line for church operations & provide administrative support
for the pastoral staff.

II. QUALIFICATIONS
A. Character & Conduct
1.
2.
3.
4.
5.
6.
7.

Is a mature Christian who holds to a high standard of personal integrity.
Is called by the Lord to minister to children.
Ministers to their family and has family support in their calling to minister to children.
Is organized, teachable & able to benefit from constructive criticism.
Interacts well with others & is able to maintain confidentiality.
Practices personal evangelism.
Meets the following disclosure requirement: pass a criminal background check.

B. Beliefs
Understands & agrees with Southern Baptist doctrine (as expressed in the latest revision
of the Baptist Faith & Message) and with the doctrine & policies of W.B.C. (as expressed
in the Member Covenant of the Church Constitution).
C. Skills & Abilities
1. C.M.D.
Skilled in the nurture, care and teaching of children; able to recruit, screen, train and
equip children’s ministry personnel; able to assess and implement biblical, ageappropriate curriculum and teaching tools; ability to plan and coordinate children’s
ministry events and activities.
2. O.M.
General office administration; writing, grammar & editing proficiency; word
processing; spreadsheets/budgets; copier operation & upkeep; scheduling; negotiation;
inventory & database management.
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3. I.T. Competency
Microsoft Windows OS and Office Suite; database proficiency; website & church app.
maintenance; telephone system operation; copier operation & upkeep.
4. Meets the following skills and abilities requirement
Demonstrate skilled proficiency with Microsoft Office, demonstrate keen attention to
detail and proofreading ability.
D. Education & Experience
Possess at least a Bachelor’s degree and preferably hold a Master’s degree in a
role-related field. Five years or more experience in a related job role is preferred.
E. Affiliation

Must be an involved, active member of W.B.C.

III. DUTIES & RESPONSIBILITIES
A. C.M.D.
1.
2.
3.
4.
5.

Cooperate with church staff and family to promote the vision and ministry of W.B.C.
Plan, evaluate and lead in all aspects of ministry to children.
Recruit and train personnel to serve in ministry to children.
Guide ministry leaders in selecting/developing/implementing curriculum.
Serve on the Caring Well Team in the development and maintenance of abuse prevention
policies and practices.
6. Collaborate with church staff and leaders in the incorporation of children into the
various aspects of life and ministry at Westview.
B. O.M.
1. Maintain the church office & carry out administrative tasks such as: correspondence;
implementing & maintaining record keeping systems; reviewing & securing approval for
property acquisitions & services.
2. Scheduling & coordinating meetings & events.
3. Document generation (bulletins, emails, etc.).
4. Day-to-day public relations activities.
C. General
1. Participation in ongoing weekly staff meetings & the monthly all-staff meeting.
2. Perform other duties as determined by the church leadership and as assigned by the
Senior Pastor (i.e. oversight of special projects, handling of various administrative tasks
related to the operations of the church, etc.).
3. Regularly attend Sunday morning, Sunday evening and Wednesday evening services.
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IV. BENEFITS
A. Total Pay Package: $50,000 (full-time)
(Salary; 25% employee portion of health ins.; annuity, life, dental & vision ins.)
B. Vacation
1. Two weeks (10 days) vacation time is allocated each year throughout the first four years
of employment. The employment start date is used in calculating earned vacation time.
2. A third week of vacation time is allocated in the fifth year of employment.
3. A fourth week of vacation time is allocated in the ninth year of employment.
4. Vacation time cannot be carried over to the following year.
5. Vacation schedules must be coordinated with the Senior Pastor.
C. Sick Leave

As needed and as approved by the Senior Pastor. Instances of medically
necessitated absence beyond 5-days (consecutive) are to be approved by the
Personnel Committee. The Personnel Committee may require written
explanation from a medical professional regarding the sick leave request.

D. Paid Holidays

The official paid holidays for all Westview staff are:
Christmas, New Year’s Day, Easter (Monday), Memorial Day, July 4th,
Labor Day, Thanksgiving

E. Unpaid Leave

Must be approved by the Senior Pastor & Personnel Committee.

F. Family Health Insurance
The C.M.D. and O.M. is required to have medical insurance to remain eligible for
employment at Westview Baptist Church.

V. PERFORMANCE EVALUATIONS
A. Procedure
Regular performance evaluations will be conducted by the Senior Pastor & will be
reviewed by the Personnel Committee. The Stewardship Committee will consult
performance evaluations in matters relating to pay & benefits adjustments.
B. Frequency
1.
2.
3.
4.

The first performance evaluation will occur 90 days after the hire date.
The second performance evaluation will occur six months after the hire date.
The third performance evaluation will occur at the end of the first year of employment.
Ongoing performance evaluations will occur on an annual basis.
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VI. TENURE & ACCOUNTABILITY
The C.M.D. and O.M. is employed at the discretion of the Senior Pastor & Personnel Committee.
This position is likewise accountable to the church through the direction of the Senior Pastor &
Personnel Committee.
The C.M.D. and O.M. is to maintain regular office hours and attend staff meetings in accordance
with the advisement of the Senior Pastor. A minimum of forty (40) hours per week in the
performance of duties is expected. At the discretion of the Senior Pastor, compensatory time off
may be taken to offset work hours exceeding forty (40) hours per week.
The C.M.D. and O.M. shall be called by a 75% affirmative vote of present, active church
members during a Sunday morning worship service in which the vote was announced at least
two weeks in advance.
Should either party desire to terminate the relationship; the party so desiring shall give the other
party a minimum written notice of thirty (30) days, unless both parties mutually agree upon
another termination date. Should W.B.C. seek to terminate the employment of the C.M.D. and
O.M., a meeting of the Senior Pastor & Personnel Committee shall be called and a vote taken by
the five Personnel Committee members. (majority vote required).
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