
St. John’s Episcopal Church 
 
BACKGROUND INFORMATION 
St. John’s family ministry program helps parents and children deepen their relationship with God; 
learn about the love of Jesus Christ; and become active members of the St. John's family, the 
Episcopal Church, and the greater Christian community.   
 
JOB TITLE    Family Faith Formation Director  
 
STATUS   Part-Time, Exempt; lay  
 
This position reports to the St. John’s Rector.  
 
TIME REQUIREMENT    
This position requires approximately 30 hours per week, including Sundays, occasional 
evenings/weekends, and special events as required. 
 
OBJECTIVES 
This position is responsible for developing and implementing a comprehensive Christian formation 
program for children and families at St. John’s, that instills in children an affinity for God and for 
Episcopal liturgy and sacred music, that honors the importance of children and young families to the 
overall health of the church, and that offers new families an easy entrée into the St John’s community.  
 
QUALIFICATIONS  
Must be at least 21 years of age, be able to successfully complete a background check, reference 
checks, and safe church training 
 
Must have experience with and passion for working with children of all ages (birth to 18) and their 
families; should be able to offer a vision for the spiritual development of the whole child (in his or her 
life beyond church, and throughout his or her formative years) 
 
Must have experience with church and Sunday school, have an understanding of age appropriate 
curriculum; should have a regular personal practice of prayer, study, worship, giving, and serving 
 
Must be able to plan and teach classes, and organize and lead events and worship experiences that are 
accessible to children; must possess the ability to manage complex projects, attend to details, and 
improvise when needs dictate 
 
Must have excellent interpersonal and communication skills; must be a relationship-builder and 
possess an engaging personality to which children, youth, and adults respond positively; must be an 
evangelist, creating a classroom climate which welcomes visiting children and their parents; must be 
able to work as part of a team with other lay staff, clergy, and parish volunteers 
 
JOB OVERVIEW 
Key Relationships: 
 Internal – clergy (especially Associate Priest for Family ministry), staff, volunteers, vestry, 
parishioners and their children 
 External – diocesan staff, guest speakers/presenters, members of other Boulder County 

churches (both Episcopal and other denominations), representatives of St. John’s 
outreach partners 

 
 



 
Principal Responsibilities: 

 Develop a year-round program (educational offerings, worship/Second Sunday planning, 
milestone ministries, extracurricular activities, community building events, outreach 
opportunities, parenting classes) to meet the needs of St. John’s families (see attached list of 
Specific Responsibilities of the Family Ministry Coordinator). 

 Hire and supervise family ministry staff, including curriculum coordinator(s), children’s music 
assistant, and nursery caregivers  

 Recruit volunteers to help with programming 

 Supervise Sunday morning programming and be present/substitute in the classroom as needed 

 Periodically evaluate Sunday morning curricula and programming 

 Schedule nursery caregivers, and supervise activities in the nursery 

 Attend and assist with children’s chapel, taking attendance and monitoring children 

 Work with the clergy to plan and implement all worship services geared toward children and 
families 

 Schedule and coordinate baptisms with the clergy, process baptism forms, prepare baptismal 
certificates, and maintain baptismal records for the parish 

 Recruit speakers for Adult Ed parenting classes, as required 

 Work with the Assisting Priest for Family Ministry (who leads Eagle’s Nest and youth group 
activities), the Choristers Director (who directs choristers) 

 Acolyte coordinator ( in charge of training and scheduling acolytes) to ensure that children and 
families know about all of the offerings available at St. John’s, and that all of these pieces of the 
family ministry program function well together 

 Communicate with staff and parents about upcoming programming  

 Maintain up-to-date Sunday school registration and attendance records 

 Welcome new children and their families throughout the year 

 Ensure the safety of the St. John’s children 

 Maintain compliance with diocesan policies, including having two caregivers present with 
children, not being alone with a child, and never leaving a child alone for any reason 

 Serve as the Safe Church officer, assuring that all parishioners who work with vulnerable 
populations (children, the homebound, the elderly, etc.) pass background checks and attend 
Safeguarding God’s People/Children training; assure excellent records are maintained 

 Train staff and volunteers, and periodically meet with them to provide direction and feedback 

 Maintain up-to-date content on St. John’s website and social media 

 Regularly attend staff meetings 

 Shop (and be reimbursed) for supplies for all family ministry programming 

 Maintain classrooms and closets 
 

Future/Growing Edge Expectations: 

 Complete training required to lead Safeguarding God’s Children workshops 
 
 
Signature:  ______________________________________     Date:  _____________ 
 
 



Specific Responsibilities of the Family Faith Formation Director 
 

Educational Offerings: 

 Plan, staff, and implement weekly Sunday morning programming for children (nursery, 
Weaving God’s Promises, summer Sunday school and/or other curricula), depending on the 
time of year and the changing needs of the parish 

 Plan and implement parenting programs offered as part of St. John’s Sunday morning Adult 
Education offerings 

 Plan and implement Children’s Lenten program/activities 

 Plan and implement children’s activities during Adult Education and other parish 
programs/events, as required 

 
Worship/Second Sunday Planning: 

 Attend and supervise children’s chapel 

 Provide Children’s Worship Bulletins and crayons (or other quiet activities) for children 
attending worship services 

 Greet children at Second Sunday services and encourage them to take a flower up to the altar 

 With the children, prepare and present the Prayers of the People on Second Sundays, as 
required 

 Shepherd children to the chancel steps for the children’s sermon on Second Sundays 

 Plan and direct the Christmas pageant at the Second Sunday service in December  

 Help plan and implement family/children’s services on Christmas Eve, Ash Wednesday, Easter 
Eve (Children’s Easter Vigil), and Easter Day 

 
Milestone Ministries: 

 Plan and lead Communion Instruction classes 

 Plan and lead Exploring the Bible classes 
 
Extracurricular Activities: 

 Be aware of, and provide support and advertising (as required), for Choristers, Acolytes, 
Diocesan Summer Camps, Youth Retreats, Mission Trips/Pilgrimages, Family Retreats 

 With the Assisting Priest for Family Ministry, plan and implement the fall field trip to 
Anderson  Farms 

 Plan and implement Vacation Bible School* 
 
Community Building Events: 

 Plan and implement Family Fellowship events at St John’s or in neighborhoods or other 
venues  

 Plan and implement the Advent Wreath Making workshop 

 Plan and implement the family Christmas caroling outing 

 Plan and implement the Mardi Gras Pancake Supper (fund raiser) 

 Plan and implement the Easter Eggstravaganza 

 With the Assisting Priest for Family Ministry, plan and implement the graduation breakfast 
and graduate blessing 

 Plan and implement end of year Teacher appreciation 

 Help the clergy and staff plan and implement the annual outdoor service and parish picnic 

 Plan and implement other community building events (i.e.,  ) as required  
 
 
 



Outreach Opportunities: 
 

 Plan and implement the Whittier Boot Drive/deliver boots to Whittier 

 Plan and implement the children’s Christmas ministry to our Soup Kitchen guests (scarves, 
socks, care packages, etc…) 

 Plan and implement St. John’s participation in other outreach programs (care packages for 
overseas military, Toys for Tots, Crayons to Calculators) as desired 

 
Administrative 

 Hire staff and/or recruit volunteers to assist with programming; provide training and 
supervision 

 Select Sunday school curricula 

 Hire, train, and supervise nursery staff 

 Produce and disseminate weekly Family Ministry @News 

 Produce brochures and other publicity materials for family ministry events 

 Provide input for the Rector’s Pen, the Weekly Eagle, bulletin announcements, the St. John’s 
website, and other St. John’s social media sites as required 

 Conduct yearly registration 

 Maintain registration and attendance records 

 Maintain baptismal records 

 Attend staff meetings 

 Shop for supplies for all programs and events 

 Periodically straighten/clean out classrooms and closets to maintain a professional, 
educational atmosphere and easy access to supplies 

 Manage Safeguarding God’s Children/People programs, assure compliance, maintain records 
 
 

The role of the Director of Family Faith Formation is to provide a substantial, robust faith formation 

program for a community of 100 school aged children ranging from pre-K to 5
th

 grade. He/she ensures 

this by developing goals, and objectives that fulfill the hallmarks of Episcopal theology. 

 The Director will continually work with parents to enhance these programs as well as collaborate with 

other Episcopal churches in the diocese about practices and learning. 

The Director of FFF maintains community between families of the youth programs by organizing social 

events and seasonal outreach activities around Boulder. 

 
 
 
 
 
 
 
 
 
 
 
_____ 
*In the future 


