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Job Title:  
StoneBridge Children’s Ministry Admin 
 
Job Descrip0on: 
We are seeking a task-oriented and organized individual to support the daily administra=ve 
needs of StoneBridge Kids Ministry. This role is cri=cal in ensuring the smooth opera=on of 
ministry ac=vi=es and events. The ideal candidate will excel in detail-oriented work, taking 
ownership of assigned responsibili=es, and working directly under the supervision of the 
Children’s Director. 
Posi0on Details: 

• Type: Part-Time 
• Hours: 20-25 hours per week 
• Schedule: Monday–Wednesday  
• Compensa0on: $21 per hour  
• Reports to: Children’s Director, Emily Massi 

 
Key Responsibili-es 
 
Administra0ve Support: 

• Assist Children’s Director with scheduling, communications, and general 
administrative tasks. 

• Manage and send out the Children’s Ministry NewsleRer and maintain lists for parent 
communica=on. 

• Maintain Ministry calendar and schedule all Children’s Ministry events/ groups in 
Planning Center.  

• Maintain and organize Planning Center tasks, including:  
o SeTng up registra=ons for events and ac=vi=es. 
o Crea=ng and upda=ng new family profiles. 
o Merging duplicate profiles 
o Managing kids’ age/class promo=ons. 

• Maintain monthly/quarterly aRendance data and recommend outreach ini=a=ves.  
 
Event Prepara0on & Support: 

• Handle event registra=on processes and logis=cs. 
• Coordinate event details organiza=on ahead of =me. 
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• Help assemble any kind of packets, goodie bags, etc. needed for events. 
• Coordinate day-of event logis=cs 
• Recruit help and volunteers for events as needed. 

 
Collabora0on: 

• Work directly with Children’s Director to reduce her workload, allowing her to focus on 
ministry leadership. 

• Provide addi=onal support to the Ministry Area Pastors as needed, approved, or 
assigned by the Children’s Director. 

 
Qualifica-ons 

• Strong organiza=onal and administra=ve skills.  
• Experience with MicrosoY and Google products. 
• Familiarity crea=ng graphics in Canva. 
• Experience working in Mail Chimp and Planning Center preferred.  
• Comfortable with task ownership. 
• Capable of managing and organizing data. 
• Ability to work independently and proac=vely once trained. 
• Ability to liY 30 pounds and walk up and down stairs regularly. 

 
Applica0on Process: 
If you are interested in suppor=ng our ministry through administra=ve excellence, please 
complete the applica=on and upload your resume on our website by January 25, 2025.   
 
 


