IPC Director of Christian Education – Responsibilities                      January 2024
                         Page 2.

Irvington Presbyterian Church
Director of Christian Education (DCE)
Responsibilities
January 2024
Irvington Presbyterian is seeking a new Christian Education director at a critical juncture in our church’s ministry. Our long-time and beloved Christian Education Director is retiring in June 2024. The Children’s Ministry has seen a large influx of families and children in the last year, reinvigorating our Sunday School ministry. We’re looking for the next Christian Education director to build on this strong foundation of ministry while creatively adapting ministry and curriculum for our current cultural context. 

The DCE will work with the Pastor and Christian Education Committee (CEC) to provide direction and supervision for the Christian Education Program.  CEC will meet at a frequency determined by the Chair of the CEC.  The DCE will attend all meetings and will contribute action items to the Chair of the CEC who sets the agenda.
Sunday School
For each school year:
· prepare and approve a Sunday School calendar 

· create class groupings, obtain curriculum and classroom support materials 

· recruit, train and support Sunday School teachers and Superintendents

· Teach a class weekly during the school semester
· provide ongoing communication with teachers, and with parents as needed

· oversee Chapel Time by recruiting and resourcing leaders with needed materials
· Lead Chapel Time when volunteers aren’t available

· train, schedule and oversee acolytes

· follow up with new families that attend church and/or Sunday School

· ensure that the Nursery is covered for each Sunday, special services and events

· schedule and lead a Children & Sacraments class for 3rd graders and parents prior to first communion with understanding

· help plan and oversee the Christmas Eve Family service

· help plan and oversee Youth Sunday

Confirmation
With the Pastor and committee, oversee the Confirmation process, a year-long (September to May/June) class offered every other or every third year:
· determine the timing, calendar, curriculum and activities for each Confirmation program

· recruit, train and follow-up with Mentors

· teach the classes as agreed  

· work with the Confirmands on worship participation and other church-related activities

· plan and oversee pre-Confirmation celebration 

Adult Education
Provide consultation and support to the Adult Education program, which would be led by a designated Adult Education Committee.   

· Purchase curricula and materials as needed

Children’s Mission-related activities
With the Pastor and committee, and in coordination with the Deacons

· create a variety of mission opportunities for children and youth of all ages

· coordinate scheduling and logistical arrangements for participation

Intergenerational & Seasonal activities
Work with the Pastor, the Music Director and others in the congregation to plan and present seasonal and special programs, such as:
· activities, as agreed, during Holy Week and Easter

· purchase and distribute Advent and Lent devotional materials for all ages

Communication and outreach
Keep members, friends and the local community informed about Church activities and Christian Education opportunities through: 
· written and electronic communications with Sunday School parents and teachers; periodic bulletin inserts; Sunday announcements, Carillon submissions, web site information and relevant updates, and e-mail blasts

· posters with information about Sunday School, Mission and Fellowship opportunities and special events 

· preparation of Baptismal certificates and gifts

Administration
· prepare a draft budget for the upcoming year for review by the Christian Education Committee 

· track all income and expenditures related to Christian Education 

· keep the Christian Education office in order with accessible teacher resources and supplies; CE program records and files updated 

· maintain storage areas containing costumes, materials and equipment for CEC and Youth activities. 

· Must be computer literate, particularly with Mac operating system and Microsoft office
Youth Groups and Youth/Children’s Choirs
If and when IPC hires a Youth Group Coordinator or a Youth Choir Director, the DCE will work with those staff people to coordinate areas of overlapping responsibility.


This position requires approximately 15 hours per week, including approximately 4 hours each Sunday.  Beyond the necessary in-person attendance on Sundays, the remaining weekly hours of this position can be serviced predominantly via a remote working schedule.  However, in person is always welcome, and may be required sporadically (yet minimally) during the week. Pay will be between $35-$40/hr.
