
 
 
 
 
 

 

ChildCare Coordinator 
 

The ChildCare Coordinator supports the Mission of SPX by providing a happy, 
safe, and supportive environment for our littlest ones to grow in relationship with 
Jesus.  The ChildCare Coordinator is responsible for recruiting, training, 
scheduling and supervising the ChildCare Staff as well as caring for toddlers 
through Pre-K.  The Coordinator reports to and is supervised by the Weekend 
Coordinator.   
 

Responsibilities 
 Shall be responsible for the recruiting, training, scheduling and supervising of childcare 

workers 
 Shall be responsible for ensuring that there are always a minimum of two childcare 

workers/volunteers staffed at all times per the Church’s Child Protection Policy 
 Shall communicate with Weekend Coordinator about needs and concerns arising with 

childcare staff (for example, training, logistical needs like room cleaning, particular scheduling 
challenges, concern for staff behavior, etc.) 

 Shall be responsible for facility readiness in preparation for children’s arrival 
 Shall demonstrate love and care for all children in the nursery 
 Shall engage the children in creative play, songs, stories, and otherwise provide a happy, 

wholesome experience 
 Shall implement curriculum provided by the Church to help children grow in relationship with 

Jesus 
 Shall be responsible for monitoring the condition of nursery equipment and supplies, and 

alert the Weekend Coordinator when necessary. 
 Shall be responsible for leaving the facility in good order 
 Shall work with the Weekend Coordinator and Parish Secretaries on ensuring that all 

ChildCare Staff are VIRTUS certified 
 Shall be responsible for reporting any incidents that occur to the Weekend Coordinator  

 
Work Hours 

 Every or every other weekend, depending on needs 
 30 minutes prior to Mass and after the last child is picked up, and the room is returned to 

original state  
 2 Sunday Masses - 9:00 – 10:45 am (9:30 am Mass) & 11:00 am – 12:45 pm (11:30 am Mass) 

 
 



Qualifications/Experience 
 At least 18 years of age 
 Childcare experience necessary 
 Must be VIRTUS certified (or must be willing to become certified) 

 
Expectations 

 Must be dependable and have reliable transportation 
 Demonstrate excellent interpersonal skills, especially dealing with parents and children in a 

professional manner 
 Maintain cooperative relationships with school staff, Church staff, and members 
 Willing to use curriculum, sing, and do crafts with children 
 Appropriate, modest dress 

 
Compensation 

 $100 per week 


