CORNWALL

Children's Curriculum Coordinator
Position Description

Department/Ministry: Children's Ministry
Position Hours: 18-20 hours per week
Direct Report: Children's Ministry Director

Position Purpose

The Curriculum Coordinator supports Children's Ministry by curating, developing, and
organizing engaging, age-appropriate curriculum and learning environments for
children from birth through 5th grade. This role ensures lessons align with Cornwall
Church's values, equips volunteers with quality resources, and creates consistent,
faith-forming experiences that help children grow in their relationship with Jesus.

Primary Responsibilities

Curriculum Development & Editing

e Review, adapt, and customize curriculum to fit the needs of Cornwall children
and families, both at Bellingham and Skagit Campus

e Ensure curriculum aligns with ministry values, learning objectives, and
developmental stages.

¢ Remain informed on child development best practices and educational
resources.

e Select engaging games, activities, and teaching tools that reinforce lesson
objectives.

e Maintain curriculum deadlines and production goals

Lesson & Material Preparation

e Organize weekly lesson plans, slides, worship elements, crafts, and classroom
materials.

e Ensure all curriculum materials are completed and distributed in advance of
weekend services and special events.

e Plan and facilitate the resources and lessons for weekend large group time.



e Provide resources that encourage ongoing faith development at home.
e Coordinate curriculum-related communication and resources for volunteers.

Classroom & Environment Readiness

e Collaborate with the Activities Coordinator and Scheduling Coordinator to
ensure classrooms are prepared and supplied.

e Maintain inventory of curriculum supplies, teaching materials, technology, and
props.

e Communicate supply needs and manage purchasing within budget guidelines.

e Co-develop engaging themes, décor, and creative elements for weekends and
special events.

Secondary Responsibilities

Volunteer Equipping & Support

e Equip volunteer teachers and coaches with the tools and resources needed for
successful lesson delivery.

e Support volunteer leaders in understanding curriculum goals and classroom
expectations.

e Assist with curriculum-related training and development opportunities.

e Provide curriculum resources, updates, and instructional support to volunteer
teams.

Weekend Ministry Support

e Support weekend ministry environments as needed to ensure effective
curriculum implementation.

e Collaborate with Children's Ministry staff to address curriculum-related needs or
challenges.

e Help maintain consistency across all Children's Ministry environments.

Saturday Service Leadership

e Oversee the ongoing Saturday evening service in collaboration with the
Scheduling Coordinator.

e Attend either the 9:00 a.m. or 11:00 a.m. adult service while serving during the
other weekend service.

e Assist in evaluating and improving the effectiveness of weekend curriculum
experiences.

Time Allocation Guideline



50-60% | Curriculum Development & Preparation

Curriculum editing, lesson planning, material preparation, resource organization,
and curriculum communication.

25-30% | Classroom & Environment Readiness

Inventory management, purchasing, classroom preparation, theme
development, décor implementation, and coordination with ministry teams.
10-15% | Volunteer Equipping & Support

Volunteer communication, curriculum training, instructional support, and
resource development.

10-15% | Weekend Leadership & Secondary Responsibilities

Saturday service oversight, ministry support, meetings, special events, and
other ministry needs.

Qualifications

Has a vibrant relationship with Jesus and a heart aligned with the mission and
values of Cornwall Church.

Passion for children and families and a desire to see kids grow in their faith.
Strong understanding of child development and age-appropriate learning
practices.

e Thrives in structure, organization, and systems.

e Strong written communication and instructional skills.

e Detail-oriented with excellent time management and follow-through.

o Creative thinker with an eye for design and engaging learning experiences.

o Works well independently while collaborating effectively with staff and
volunteers.

e Competent with technology (Canva, ProPresenter, Playlister, Planning Center,
Microsoft 365, etc.).

Expectations

Participate in Children's Ministry team meetings.

Support and model a positive, team-oriented culture within Children's Ministry.
Demonstrate flexibility and a willingness to assist with ministry needs beyond
assigned responsibilities when appropriate.

Cornwall Staff Expectations

Be present and engaged in the life and community of Cornwall Church.
Adhere to Cornwall Church's Employee Personnel Policies and Procedures
Handbook.

Participate in monthly All-Staff and All-Staff Prayer gatherings.



e Commit to Cornwall as a church home and embody Cornwall's Five Staff
Expectations:

1. Come & See - Attend weekend services regularly.

2. Community - Lead or participate in a small group.

3. Go & Be - Serve inside or outside the church.

4. Growth - Pursue ongoing spiritual and leadership growth.

5. Tithe - Faithfully contribute 10% to Cornwall Church.

TO APPLY

Please submit a cover letter explaining your interest in the position and how your
experience, gifts, and passion for children's ministry would make you a strong fit for
this role, along with your resume to lisakaiser@cornwallchurch.com.




