
JOIN US 
We're a community church located in the beautiful downtown area of San Clemente. We are a group of 
people of all ages, from every walk of life who gather regularly around our shared love of Christ.  We have 
an immediate part-time opportunity for a Preschool Ministries Coordinator.    
 
Qualifications: 

1. At least 3 years of experience working with children (preference given to those with preschool 
experience) 

2. Proven ability to recruit and select volunteer and paid staff 
3. Proven ability to oversee childcare staff 
4. Proficiency in communicating through email and phone, as well as basic Excel skills 

 
Work Aptitudes:  

1. Collaborates and contributes in a relatively small collegial atmosphere 
2. Prioritizes effectively, even when managing multiple requests 
3. Remains calm under deadlines and when changes in direction occur 
4. Accepts direction and assumes responsibility 
5. Demonstrates organizational skills and attention to detail 
6. Analyzes problems and follows through with solutions 
7. Shows initiative and ability to work both independently and with a team  
8. Offers independent insight without supervision 

 
Responsibilities and Expectations: 

1. Sunday School Classrooms and Wednesday Night Club House  
a. Coordinate staff and volunteers for each room 
b. Organize needed supplies 
c. Ensure supplies and curriculum are available to teachers 
d. Manage check-in process 
e. Follow Safe & Secure policies 

2. Manage recruitment and selection of nursey/preschool staffing for church services (including 
Christmas Eve, Ash Wednesday, Holy Week) 

3. Ensure staff is properly trained 
4. Maintain and update childcare list for SCPC ministries 
5. Attend Tuesday morning staff meetings 

 
Work Schedule:   

1. Normal hours are Sundays 8 am to 1 pm; Wednesdays 4:30 pm to 7:30 pm; Tuesdays from 9 am 
to noon; and additional hours during the week as needed to complete responsibilities and 
expectations 

2. A typical work week will be between 18-20 hours 
 

HOW TO APPLY 
Submit a resume to Jenn Atwood (jenn@scpres.org) along with a cover letter comparing and contrasting 
your background and experience with our expectations.  A background check is required for this 
position after an offer of employment is extended.  We appreciate your interest in our opportunity, 
however only qualified candidates will be contacted for an interview. 
 
 


