
ASSOCIATE KIDS DIRECTOR 

Reports to: CGKids Director, Spiritual Development Pastor 
Ministry Areas: CGKids 
Part Time: 20-25 hours per week 
Compensation: $20.00/hour 

Position Summary: 
The Associate Kids Director provides graphic, operational, and ministry support to the 
Kids Ministry. This role requires flexibility, creativity, and a readiness to contribute at a 
moment’s notice to help ensure an engaging and organized experience for children and 
families. 

Responsibilities 
Graphic Design & Production 

• Design ministry materials using InDesign (e.g., signs, booklets, flyers, and 
handouts). 

• Ensure timely printing and delivery of all weekend materials based on ministry 
deadlines. 

• Distribute completed materials to designated locations each week. 
• Troubleshoot technical issues related to design and printing. 
• Maintain necessary supplies for the production of ministry materials. 
• Collaborate with Church Media Squad to develop graphics, videos, and other 

creative content for Kids Ministry. 

Ministry Coordination 
• Manage emails related to Cedar Grove Kids for leaders and parents. 
• Coordinate the birthday team through producing materials, laying out their 

schedule, and the volunteers related to the ministry. 
• Connect with our curriculum supplier and have a vast knowledge of the products 

to connect with our weekly program. 



Weekend Program Assistance  
• Manage and respond to Cedar Grove Kids emails from parents and volunteer 

leaders. 
• Coordinate the Birthday Team by producing cards/gifts, scheduling team 

members, and ensuring timely delivery. 
• Communicate with the curriculum supplier and maintain a strong working 

knowledge of curriculum resources to support weekly programming. 

General Staff Member  
• Represent Cedar Grove Community Church with warmth and care to members 

and visitors alike. 
• Participate in churchwide events, services, and outreach efforts as needed. 
• Complete additional tasks assigned by pastors, elders, or church leadership. 

Physical Expectations 
• Regular physical activity is required, including lifting and carrying ministry 

supplies. 
• Must be able to lift up to 30 pounds. 

Additional Expectations 
Because this role represents Cedar Grove Community Church and contributes directly 
to the environment we create for worship and ministry, we expect those employed by 
the church to live a lifestyle that is above reproach—demonstrating integrity, 
responsibility, and respect both on and off campus. 


