
APPENDIX 1a: JOB DESCRIPTION: CHILDREN AND YOUTH COORDINATOR 
Emmanuel Memorial Episcopal Church 
102 N State Street, Champaign, IL 61820 

 
 

Purpose 

Emmanuel’s mission calls us to restore all people to unity with God and each other, and the 
formation of children and young people is essential to this work. As the Book of Common Prayer 
affirms, it is the duty of the Church to nurture and form its members in the faith from their 
earliest years. The Children and Youth Coordinator will serve Emmanuel’s Strategic Plan by 
helping to grow Sunday worship attendance among families with children and young adults, 
building up a new generation of faithful disciples within Emmanuel’s Episcopal and Anglo-Catholic 
tradition. 

 

Organizational Structure 

The Children and Youth Coordinator works under the supervision of the Rector and collaborates 
closely with the Curate, the Choirmaster, the Parish Administrator, the Outreach and Volunteer 
Assistant, and lay volunteers. The Coordinator participates in regular all-staff meetings. 

 

Nature and Scope 

This is initially a part-time position, with the intention that it will grow into a full-time role as 
Emmanuel’s ministry develops in line with the Strategic Plan. The Coordinator is chiefly 
responsible for the Christian formation, pastoral care, and parish engagement of children and 
young people from toddlers through age 18. University students and young professionals are 
served by other members of the parish staff. 

As part of Emmanuel’s Strategic Plan, the Coordinator will support the growth of family 
attendance at Sunday services, and help build Emmanuel’s capacity to welcome and retain new 
families. The Coordinator will work in collaboration with the Choirmaster to develop a children’s 
choir. It is expected that the Coordinator’s hours will increase accordingly, in discussion with the 
Rector. 

 

Weekly Duties/Responsibilities/Accountabilities 

The Coordinator will perform the following duties on a regular weekly basis: 

•​ Develop, organize, and oversee Christian formation programming for children and young 
people from toddlers through age 18, integrated with the rhythms of the liturgical year 

•​ Organize and lead Children’s Church and Sunday school, recruiting and supporting 
volunteer teachers and helpers 

•​ Develop regular, visible opportunities for children and youth to participate in Sunday 
services as servers, readers, and in other lay liturgical roles, in coordination with the 
Outreach and Volunteer Assistant 



•​ Collaborate with the Choirmaster in developing and recruiting for a children’s choir 
•​ Maintain curriculum resources, physical materials, and library resources for children’s 

formation 
•​ Update and maintain records of participation in the Breeze parish database 
•​ Communicate clearly and regularly with families about programming, schedules, and 

opportunities 
 

Seasonal and Other Duties as Assigned 

The Coordinator will perform other non-weekly duties including: 

•​ Serve at major seasonal liturgies and feast days, supporting the integration of children and 
youth into the full liturgical life of the parish 

•​ Prepare young people for Baptism and Confirmation in partnership with the Rector and 
Curate 

•​ Organize fellowship opportunities for children, youth, and families 
•​ Provide resources and support to families for faith formation at home, including education 

in the use of the Book of Common Prayer for personal devotion 
•​ Ensure compliance with Emmanuel’s safeguarding policies; ensure all volunteers working 

with children are properly trained and vetted 
•​ As the role develops, build relationships with families in the wider Champaign community 

and support outreach efforts in line with the Strategic Plan 
•​ Participate in regular all-staff meetings and contribute to quarterly progress reporting on 

Strategic Plan goals. (Flexibility around attending all-staff meetings is possible, if this role is 
held in conjunction with work and duties outside the parish.) 

•​ Other duties as assigned by the Rector 
 

Primary Gifts and Qualities 

•​ A genuine love for children and young people and a vocation to serve them 
•​ Warmth, patience, and the ability to build trusting relationships with children, teenagers, 

parents, and volunteers 
•​ Initiative and creativity in developing new programs and responding to the needs of 

families 
•​ Collaborative spirit and the ability to work as part of a close-knit staff team 
•​ Attention to detail and reliability in administrative tasks 
•​ A commitment to Emmanuel’s mission: to restore all people to unity with God and each 

other in Christ 

Required Education, Skills, and Experience 



•​ A high school diploma and experience in higher education 
•​ A personal Christian faith and a sincere commitment to the spiritual formation of children 

and young people 
•​ Experience working with children and/or youth in a church, school, or community setting 
•​ Ability to work effectively across a wide age range, from toddlers through teenagers 
•​ Strong organizational, administrative, and communication skills 
•​ Ability to recruit, train, and support volunteers 
•​ Willingness to comply with Emmanuel’s safeguarding policies, including background checks 

and required training 
 

Preferred Skills and Experience 

•​ Candidates who are enthusiastic about Emmanuel’s Anglo-Catholic ethos, the Book of 
Common Prayer, and Episcopal formation practices are warmly encouraged to apply. 
(Current membership in the Episcopal Church may be taken into account when weighing 
different candidates.) 

•​ Familiarity with or formal training in Montessori education, Catechesis of the Good 
Shepherd, and/or Godly Play  

•​ Experience with children’s music, choir, or the performing arts 
•​ Knowledge of Episcopal liturgy, the Book of Common Prayer, and the liturgical year 
•​ Experience in parish ministry or a background in theological education 
•​ Proficiency in Breeze or a comparable parish database program 
•​ Familiarity with digital communications and social media platforms relevant to family 

outreach 

 
 

 

This Job Description forms Appendix 1a to the Contract of Employment of the Children and Youth 
Coordinator and shall form the working basis of that contract. 


