
Pax Christi Church 
Position Description 

Children’s Ministry Coordinator 
_______________________________________________________________________ 

Purpose: 

To form disciples of Jesus Christ and His Church, through a unified vision for ministry to children, from 
birth through 5th grade. 

To coordinate various efforts of our Church in journeying comprehensively with our children and 
families. 

General Summary of Responsibilities: 

35% Faith Formation for School Age Children, 30% Sunday School and Children’s Liturgy of the Word, 
25% Catechesis of the Good Shepherd and other Children’s Ministry Activities, 10% remaining 
responsibilities. 

Responsibilities: 

General Responsibilities 

1. Assist in the advancement of the visions and missions of children’s ministry. 
2. Assist in the organization, implementation, and evaluation of the parish’s efforts in ministry to 

children. 
3. Engage adults in relational ministry as it relates to children’s ministry. 
4. Develop lesson plans and activities as it pertains to specific and general ministry programs. 
5. Assist in developing a calendar for children’s ministries. 
6. Assist in marketing for children’s ministries. 
7. Work within the confines of our budgets. 

Responsibilities Specific to Faith Formation and Children’s Ministry 

1. Coordinate & implement Sunday School, Children’s Liturgy of the Word and Kingdom Kids. 
2. Co-coordinate the First Reconciliation and First Eucharist program.  
3. Assist in implementing Catechesis of the Good Shepherd. 
4. Coordinate liturgical activities for children, such as the Nativity Program. 
5. Assist in the recruitment and training of catechists and assistants. 

a. Define responsibilities. 
b. Plan, communicate and support the lessons/activities within the classroom. 
c. Advise and support on an ongoing basis. 
d. Ensure all leaders comply with safe environment policies. 

6. Assist in reaching out to and fostering relationships with parents/guardians. 
7. Duties as assigned.  



Other Responsibilities 

1. Attend Pax Christi staff meetings and Faith Formation Team Meetings. 
2. Attend diocesan meetings and workshops. 
3. Meet regularly with Director of Children’s Ministry. 
4. Communicate necessary information to Pastor and Parish Administrator. 
5. Duties as assigned. 

Knowledge, Skills, and Abilities Required: 

1. Must be an active member of a Roman Catholic parish faith community. 
2. Must teach, adhere to, and strive to live out the values of the Catholic faith. 
3. Bachelor's degree in Religious Studies, Education, Pastoral Ministry, a related field, or be able to 

demonstrate how previous experience can be substituted for a degree. 
4. 2+ years of volunteer/paid experience in children’s ministry or related field. 
5. Above average verbal communication skills. 
6. Above average proficiency in written forms of communication. 
7. Familiarity with/desire to learn the Google ecosystem including: Gmail, Calendar, Google Docs... 
8. Familiarity with/desire to learn Flocknote.  
9. Familiarity with/desire to learn social media and other new forms of communication. 

Working Conditions: 

Full-time exempt position will include evening and weekend hours averaging 40 hours per week. Note 
that some weeks will be heavier than others based on scheduled activities. 

Accountability: 

The Children’s Ministry Coordinator is accountable to the pastor of Pax Christi Catholic Church and to 
the Director of Children’s Ministry. 

Annual review with the Director of Children’s Ministry and the Pastor and/or Parish Administrator. 

Compensation: 

Hourly with benefits based on level of experience and as agreed upon with the pastor and with 
approval of the financial advisors of the parish. 


