
Director of Weekday Early Childhood Program 
St. Luke’s United Methodist Church 

Indianapolis, IN 
www.stlukesumc.com 

 
 

Interested parties should submit a cover letter and resume with references to Jamalyn 
Peigh Williamson by email at williamsonj@stlukesumc.com.  The start date is February 6, 
2012; however, the selected candidate would ideally work part-time beginning in the 
middle of January. 
 
Reports to:   Director of Children’s Ministry 
Relates to:   Preschool and Parents’ Day-Out Team, Children’s Ministry Team,  

Growth Team and Commission on Children’s Ministry 
Calendar:  Annual Calendar--August-June  
  Summer Hours during 5 week summer program 
Status:   Full-time, exempt 
 
Job Summary  
The Director of Weekday Early Childhood Program at St. Luke’s United Methodist Church 
should be highly motivated, creative and feel called to early childhood development.  The 
director creates policies, manages staff and oversees daily operations while sharing vision 
with the community, staff and parents. 
 

Education Requirements 
 Bachelor’s or Master’s Degree in Early Childhood Education, Child 

Development or Elementary Education with Endorsement or Certificate in 
Early Childhood Education 

 Meets alternatives for NAEYC Program Director Qualifications 
 

Minimum Qualifications 
 Minimum of 3-5 years work experience in the area of Early Childhood 

Education 
 Management and supervisory experience 

 
Required Skills 

 
Leadership: ability to… 

 Relate well to individuals of various backgrounds, within St. Luke’s 
and within the greater Indianapolis community 

 Resolve problems quickly and fairly 
 Recruit competent and qualified teachers 
 Find common ground with others; gain cooperation from others and 

form strong team 
  
 

http://www.stlukesumc.com/
mailto:williamsonj@stlukesumc.com


Organization and Planning:  ability to… 
 Effectively organize resources (people, materials, finances, etc.) 
 Meet deadlines on time 
 Work with all other areas involving children 

 

Essential Functions 
  
 Program Administration 

 Assume responsibility for the daily operation of the Early Childhood 
Program. 

 Act as liaison between the preschool council, the preschool staff and the 
preschool families 

 Act as a liaison between the preschool and church, attending weekly Staff 
Chapel and monthly Children’s Ministry Team meetings. 

 Serve on the Commission on Children’s Ministries offering monthly 
reports on the Early Childhood Program’s status. 

 Provide community outreach, becoming involved in relevant 
organizations and educational programs 

 Maintain policies and procedures for program operation 
 Ensure there is a caring and safe learning environment for the children. 
 Maintain the Early Childhood Program Handbook containing procedures 

and policies 
 
Program Operation 

 Supervise registration and enrollment 
 Plan school year calendar 
 Facilitate preschool council on the assessment of playground needs, 

classroom needs and fundraisers  
 Manage all communication and public relations to community families, to 

church families and to the church 
 Recommend policies on admission, attendance and fees 

 
Program Development 

 Remain current on best practices in Early Childhood Education and 
trends in early childhood education 

 Participate in continuing education classes and workshops 
 Encourage and provide opportunities for team building and staff 

collaboration 
 Provide a vision for program development and change 
 Implement strategies to recruit and maintain enrollment 
 Comply with all health and safety standards required by Marion County 

Health Dept licensing 
 Comply with paperwork required by law and licensing as needed by the 

church 



 
Office Supervision 

 Supervision of office staff responsibilities including but not limited to: 
o Hire, train, supervise, and oversee staff development 
o Program supply maintenance 
o Student records 
o School pictures 
o Web-site maintenance 
o Monthly newsletters distributed to parents 

 
Budget Responsibilities 

 Create and manage the budget in cooperation with the school treasurer 
 Identify resources to support budget requirements 

 
Program Supervision 

 Collaborate with teachers to plan instructional activities and lessons, 
which promote developmentally appropriate student learning 

 Communicate with teachers on current program information 
 Conduct monthly staff meetings 
 Evaluate teachers on an annual basis 
 Prepare staff contracts 
 Maintain staff records 
 Provide support for teachers 
 Maintain a visible presence to staff, students and preschool families 
 Ensure that all staff is CPR and First Aid certified 

 
 

 
 
  
  
 
 

 


