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Job Title: Full Charge Bookkeeper 

 
Department: Finance Location EUMC Office 

Level/Salary 
Range: 

$35,000 - $50,000 DOE plus 
benefits 

Position Type: 30 hours/week, exempt 

Reports To: Pastor Supervises:  

Job Description 

SUMMARY 
THE PURPOSE OF THE DIRECTOR OF FAMILY MINISTRIES AT EDMONDS UNITED METHODIST CHURCH IS TO DRAW OUR 

CHURCH COMMUNITY CLOSER TOGETHER SO THAT WE CAN DRAW CLOSER TO GOD THROUGH THE SPIRITUAL DEVELOPMENT 

OF CHILDREN, YOUTH AND FAMILIES. A MORE DETAILED JOB DESCRIPTION WILL BE PROVIDED UPON REQUEST. 

THE EDMONDS UNITED METHODIST CHURCH IS A RECONCILING MINISTRY. 

ROLE AND RESPONSIBILITIES 

➢ Leadership 

▪ Lead and coordinate teachers and volunteers in the Children, Youth, and Family 
Ministries 

▪ Supervise Youth Director, Nursery Staff, Community Engagement Coordinator, and 
Children’s Ministry Volunteers 

▪ Serve as an advocate for Family Ministry with staff, congregation, and lay leaders 

▪ Facilitate education and lead curriculum training of Family Ministries stakeholders 
(Children’s Moment, Sunday School, VBS, Club 56, Youth Group, Mission Trip 
Preparation, and other activities) 

➢ Programming 

▪ Oversee and manage all Children, Youth, and Family Programs 

▪ Develop & implement new programs to enhance and grow the Family ministry and help 

stakeholders grow in their relationships with each other and Jesus Christ 

▪ Equip families with resources and education to help them become actively and 

intentionally involved in the spiritual formation and discipleship of their families 

▪ Develop and direct children and family outreach opportunities 

▪ Work with Children’s Center Director to develop opportunities for cross engagement 

between the Children’s Center and EUMC Family Ministries 

▪ Prepare apportionment reporting as requested  

➢ Administration 

▪ Ensure appropriate supplies are made available to teachers and volunteers 

▪ Manage children and youth building spaces, ensuring spaces adequately meet the needs 
of the ministries 

▪ Write grant applications for funding support for mission partnership opportunities 
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▪ Develop, implement, and manage the budget for Children, Youth, and Family programs. 

▪ Ensure EUMC Safe Church Policy is followed and enforced including completion of 
appropriate training and paperwork 

▪ Coordinate schedules and train education volunteers 

▪ Recruit, interview, and screen volunteers and staff 

▪ Manage communications with Children, Youth, and Families using a variety of 
technology and social media 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

• Bachelor degree or equivalent experience in Children’s Education, Theology or Ministry 
related field 

• Computer literacy that includes a familiarity with the Microsoft Office suite of 
applications. 

• Able to build positive and constructive relationships with children, youth and their 
parents 

• Substantial knowledge of Christian education curriculum options 

• 5 or more year of experience in a leadership/management role of Children, Youth, and 
Family Ministries 

• 5 or more years of experience in Children, Youth, and Family Ministries 

 

Approved By: EUMC Staff Parish Relations 
Committee 

Date:  

 


