
Job Description 

Long’s Chapel United Methodist Church 

Child Enrichment Center Director 

  

Essential Functions: 

  

To administer Long’s Chapel UMC Child Enrichment Center’s program according to the mission statement and core values 

of the church. The CEC program at Long’s Chapel UMC follows the mission statement of the church which is “To reach 

people for becoming fully devoted followers of Jesus Christ.” 

  

Major Duties and Responsibilities: 

  

Job responsibilities include but are not limited to: 

1. Administer Long’s Chapel UMC CEC program according to the mission statement and core values of Long’s Chapel. 

2. Work in conjunction with the Long’s Chapel UMC Director of Ministries, CEC Ministry Team and Children’s Ministry Team. 

3. Develop and maintain a budget in conjunction with the CEC Board, Children’s Council, and the Finance Committee and 

keep the board informed regarding all aspects of center finances, including all income and expenses. 

4. Maintain order, cleanliness, and safety of the program including classrooms, playgrounds, field trips, restrooms, hallways, 

kitchen, fellowship hall, resource rooms, offices, etc. 

5. Serve as a liaison with the church committees and programs as directed by the Director of Ministries and Children’s 

Council. 

6. Promote and maintain cooperation and communication and meet regularly with others including Children’s Ministry 

Director for shared space and other church programming needs. This shall include regular attendance at meetings to 

facilitate this cooperation. 

7. Supervise the care, safety and wellbeing of all children enrolled in the center at all times. 

8. Administrative supervision of the CEC/Childcare program in compliance with the laws and licensing regulations of the 

State of NC Star Rating system and other administrative/regulatory bodies as required. 

9. Knowledgeable of the community resources and agencies and the resources and services that they have available for 

the center and the families it serves. 

10. Understand appropriate programming necessary for age-appropriate activities for children. 

11. Knowledgeable and able to demonstrate use of the program’s curriculum. 

12. Obtain and maintain a list of qualified substitutes and coordinate training for those substitutes. 

13. Supervise the purchase of equipment and supplies for the program, and work within the budget of the program. 

14. Employ and supervise qualified staff. This process shall consist of collecting applications and resumes for open 

position(s), completing Criminal Record Checks and checking references. The Director and Church Administrator will 

decide which applicants will be interviewed and will conduct interviews. The final decision on new hires will be made 

jointly by the Director and Church Administrator. 

15. Obtain all necessary paperwork on new staff and maintain all personnel records necessary for employment. 

16. Help teachers seek appropriate continuing education opportunities and /or provide internal professional staff 

development. 

17. Knowledgeable of and adhering to the Civil Rights Compliance Act and Long’s Chapel’s Confidentiality Policy. 

18. Maintain all necessary records and reports concerning the operation of the center which includes:  

enrollment/attendance, parent fee collections, required food participation forms, daily menus forms, time sheets, and 

travel reimbursement forms. 

19. Establish and maintain positive relationships with children, parents, staff and the community. 

20. When necessary, teach a group of children and plan/carry out daily activities in coordination with other staff. 

21. Further knowledge and understanding of the needs of children by participating in staff development activities and 

attending conferences and workshops. 

22. Supervision of meal and snack planning, and purchasing of needed food supplies. 

23. Conduct one’s self in a professional manner at all times. 

24. Performing other duties as necessary. 

25. Physical requirements: being able to lift children who weigh 50+ pounds, general cleaning tasks, moving classroom 

furniture, sitting for long periods of time, able to bend, stoop, push and pull and any other duties as necessary. 

  

 

 

 

 

 

 



Qualifications: 

Preferred:  

· B.A. or B.S. in Child Development/Family Relations or B.A. or B.S. in Early Childhood (E.C.) Education or Child 

Development (C.D.) with three years working with young children in educational setting.  

Required: 

· B.S. B.A. in another field could be allowed: With 3 years of experience as a Childcare Director, Co- Director, or 

Assistant Director and if willing to obtain within one year or has 18 semester credit hours (sch) in in E.C./C.D. 

· EDU 261 and 262 

· Two years in supervisory role. 

· 6 sch in Child Care Administration or 9 sch in Business Administration. 

 

Must have or able to complete:  

· NCECC I & II and NCECAC I & II. 

· Must obtain necessary NC credentials and certifications based on current licensing requirements for Director. 

  

Job Relationships: 

  

A. Report to: Church Administrator 

B. Workers Supervised: All Childcare Staff 

C. Interrelationships: Director of Children’s Ministry 

  

The above job description and attached job standards have been reviewed and approved by: 

  

_________________________ __________ 

Manager    Date 

  

  

_________________________ __________ 

Church Administrator   Date 

  

  

I have reviewed the above job description and attached job standards and discussed them with my supervisor. I have 

received a copy of same on this date. 

  

  

_________________________ __________ 

Employee    Date 

  

  

  

  

The above job description reflects the major qualifications and requirements of the position. It is not intended to be a 

detailed description of all work requirements/duties that may be inherent in the job nor shall it be construed a giving 

exclusive title to every function it describes. 

  

 


