Mount Pisgah United Methodist Church

POSITION DESCRIPTION

	POSITION TITLE:
	Special Needs Coordinator
	EXEMPTION STATUS:
	Part Time

	JOB FAMILY:
	Children’s  
	JOB LEVEL: 
	Contract hourly 

	GENERAL POSITION SUMMARY:
	Responsible for providing safe and appropriate programming and support on Sunday mornings, Wednesday nights and occasional special events and for training and scheduling buddy volunteers. 
	POSITION RELATIONSHIPS
SUPERVISES: (TITLES)
	N/A

	
	
	SUPERVISED BY: (TITLE)
	Children’s Ministry Director 


GENERAL DUTIES AND RESPONSIBILITIES:
 To support the vision, mission, and guiding principles of the Church.

 While performing any procedure, all associates and contract personnel must observe applicable Safety, Health, and Environmental rules and guidelines. The use of appropriate personal protective equipment is required.

 Attend and participate in training opportunities and seminars relevant to this position.

 Adhere to appropriate Church operating procedures, benefit rules, employment, and safety policies/practices.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Provide appropriate activities and supervision for children during weekly programs on Sundays and Wednesdays.
· Recruit, train, and schedule volunteers to assist in the classroom during programming. 
· Contact parents requesting a conversation about supporting their child during VBS. Determine if VBS is a good fit and if so, how the child will be accommodated. 
· Work with children’s ministry and student life staff to identify and support children requiring additional support. 

· Train VBS volunteers and assign them to children requiring assistance. 
· Observe, support, and check in with buddy volunteers throughout VBS and assist and reassign as needed. 

· When requested, observe children or students during mainstream programming and provide input to staff on how best to support the child. 
· Have a conversion with parents about their child when appropriate and necessary. 
· Attend programming or event with a child requiring assistance and help as needed. 
· Respond to inquiries from current or prospective families about how to support their child at church. 
· Follow up with parents of first-time attendees. 

· Occasionally attend confirmation classes with a child and provide necessary support and adaptation. 
ADDITIONAL DUTIES AND RESPONSIBILITIES
 Provide input to the annual budget for special needs events, supplies, or needs to the Student Life Director and operate within the budget.

 Submit receipts of purchases for submission to the Student Life Director.

 Attend student life or confirmation meetings, Children’s Ministry Team meetings, VBS meetings, and other meetings as required by Director.

 Follow Mount Pisgah’s strategic plan to guide children to grow in unwavering faith in Jesus and a deeper love for God and people.
 Any other duties as assigned.
JOB SCOPE

Job has recurring work situations involving high degrees of discretion.  The need for accuracy and effective utilization of available resources is high.  Errors in judgment could cause disruptions to the Church’s mission and adversely impact attainment of the Church’s goals.  Incumbent operates independently but results are monitored by the Executive Pastor and PPR Committee.  Content of work priorities are largely self determined.
COMMUNICATIONS/CUSTOMER CONTACT
Contacts are across the entire Church community and in a leadership capacity.  Community contact is a critical component of success in developing good will and interest in the word of God.
COMPETENCIES/SPECIFIC EXPERIENCE OR TRAINING PREFERRED:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education and Experience 
· Bachelor's degree in special education
· At least 2 years experience in a special needs classroom 
· Or equivalent skill, knowledge and experience in special needs ministry
Knowledge, Skills and Abilities 
· Have personal relationship with Jesus Christ

· Have the passion to teach and nurture children
· Excellent interpersonal and organizational skills

· Ability to lead and manage volunteers

· Ability to work effectively in a team

· Practice and ensure safe child policies

· Continue training in best practices in Children’s/Students/Special Needs Ministry

Equipment and Applications

 Computers and peripheral equipment

 Designated software applications

 Telephones, copiers and other office equipment

JOB CONDITIONS: (SEE EXAMPLES BELOW)
The physical demands described here are representative of those that must be met by an associate to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job the associate is:

 Frequently required to sit; use hands to finger, handle, or feel; reach with hands and arms; and talk and hear

 Occasionally required to stand; walk; climb or balance; and stoop, kneel, crouch, or crawl
 Occasionally lift and/or move up to 30 pounds

 Specific vision abilities required by this job include close vision, distance vision, color vision, depth perception, and ability to adjust focus
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This document is provided by the Church for the benefit of its employees. It is not a contract and does not create a contract of any kind. The Church, at its sole discretion, may modify, suspend or terminate the document at any time, with or without notice. Final interpretation of the document and its provisions is the responsibility of the Manager, Human Resources.
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