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St. Gabriel the Archangel 
Catholic Community 
  
Position Description 
         

 
 

Position:    Children’s Ministry Coordinator  
Reports to:       Director of Children’s Ministry  
Type:     Part-Time                                     Benefits eligible: No 
Overtime eligible: Yes                               Compensation:   Hourly  
 

Description Overview: 
 
St. Gabriel is growing!  We are looking to fill the position of Children’s Ministry Coordinator to help support 
children and their parents on their journey of following Jesus Christ.  This position reports to the Director of 
Children’s Ministry. The role collaborates with the Director of Children’s Ministry and other staff - as well as 
families, volunteers, and clergy - in a shared mission to nurture children and their parents to be missionary 
disciples of Jesus in our Catholic tradition.  The role includes, but is not limited to, supporting the Director with 
the following programs: Whole Family Formation, Reach Kids Nights, Reconciliation and First Eucharist 
Sacramental Preparation, Vacation Bible School, and Early Childhood Programs.  
 

Intended Outcomes from This Role:  
 

• Children and their parents will be invited to Be Open to participate in the discipleship journey in our 
Catholic tradition. 

• Children and their parents will Believe in Jesus and choose to follow Him in a relevant child-friendly & 
family-focused way. 

• Children and their parents will Belong to and engage in a Christian community with the family as the 
center. 

• Children and their parents will Be Formed in the wisdom and practices of following Jesus in 
developmentally appropriate settings. 

• The Director of Children’s Ministry will be supported in ministry programs. 
 

Primary Work: 
 

• Serve as a witness of Jesus and consistently invite families deeper into the joyful journey of discipleship  

• Plan, organize, coordinate volunteers, and further develop our fellowship community programing for 
elementary age children in Reach Kids Nights 

• Collaborate with the Director of Children’s Ministry to recruit, equip, and support volunteer teams 

across all Children’s Ministry programs 

• Assist with answering family’s questions on ministry programs, registrations, and general Catholic 

parenting that come in by email, phone, or in person visits 

• Collaborate with the Parish Information Specialist to ensure registration data, participation, and 

attendance in programs is accurately recorded and available 
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• Assist in Children’s Ministry communication with families through attractive messaging regarding our 

mission and programming utilizing email, web, bulletin announcements, print flyers, and other relevant 

communication methods 

• Assist in the planning and organization of formation programs and events for children and families in 
Whole Family Formation 

• Assist in the planning and organization of our First Communion and Reconciliation Sacramental 
Preparation events 

• Assist in the planning and organization of Vacation Bible School 

• Any other duties assigned by the Pastor and Director of Children’s Ministry 

 
Key Knowledge and Skills: 
 

• Genuine and a personal lived excitement for being a Catholic follower of Jesus; called to be a witness 
to invite others to also be disciples of Christ 

• Strong verbal and written communication skills; experience with effectively communicating a message 
through graphic-driven emails, newsletters, and print flyers  

• Pastoral, relatable, and sympathetic with parents of various backgrounds and stages of faith; able to 
care, motivate, support, and guide parents toward answers of raising their child(ren) in the faith    

• Detail-oriented and well-organized 

• Proficiency in Microsoft Office products 

• Ability to quickly learn and utilize technology and software; manipulating data in Excel is a plus 

• Active in the Roman Catholic faith and committed to living in a manner consistent with the mission of 
the Church 

• Spanish speaking preferred 
 

Required Education and Experience: 
• Prefer college degree or post-secondary courses 

 
Working Environment 
This position will require some flexible weekend or weekday evening hours to accommodate program and event 
schedules.  In office work is preferred as regular collaboration with Director of Children’s Ministry is essential.   
 
Physical Demands 
While performing the duties of this job, the employee is regularly required to sit; use hands; and talk or hear. The employee 
frequently is required to walk and reach with hands and arms. The employee is occasionally required to stand. The 
employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific 
vision abilities required by this job include close vision, distance vision, and ability to adjust focus. 
 
Disclaimer 
The above information on this description has been designed to indicate the general nature and level of work performed 
by team members within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of 
all duties, responsibilities and qualifications required of employees assigned to this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

 


