Westwood Unitarian Congregation 

Job Description

Director of Children’s and Youth Religious Education 

Revisions May 2008-Draft 4

Reports to the Board of Trustees and works in collaboration with the Children’s & Youth Religious Education Committee 

Duties and Responsibilities

The Director of Children’s and Youth Religious Education is responsible for coordination of the children’s and youth programs in keeping with the Principles and Sources of Unitarian Universalists, including the following tasks:

1. Research available curricula and present it to the Children’s & Youth Religious Education Committee for selection.

2. Plan and coordinate annual curriculum with intergenerational activities, social events and social responsibility projects for children and youth in conjunction with the Children’s & Youth Religious Education Committee, Worship Committee and other appropriate committees.

3. Work with the Children’s & Youth Religious Education Committee to recruit teachers, substitutes and child care personnel. 

4. Plan and provide orientation for new personnel to the children’s and youth program, including Safe Spaces Handbook.

5. Provide children’s and youth program information and welcome new families,children and youth.

6. Arrange teaching schedule for all classes. 

7. Maintain records of attendance and volunteer participation.

8. Maintain records and arrange payment for childcare personnel.

9. Order, purchase, organize and distribute supplies, equipment and resource materials as needed and as budgeted.

10. Maintain accurate records of expenditures and work time

11. Draft budget proposal with the Children’s & Youth Religious Education  Committee 

Hours of Work:

The number of hours worked including instructional time is to be negotiated. The number of hours worked and Sundays taught by the Coordinator is to be negotiated with the Board on an annual basis.
Maintain records of work time.

Continuing Education:

Maintain regular contact with the CUC Lifespan Learning networks and youth networks such as the Director of Lifespan Learning, regional consultant, Youth Adult Committee 

Attend courses or workshops related to children and youth programing annually if possible, with financial support from the congregation. 

Reporting:

The Director is responsible directly to the board and reports to the Board twice a year or more often when necessary.

Provides an annual written report to the congregation for the annual general meeting 

Qualifications:

Supportive of a Unitarian curriculum, preferably a Unitarian.

Experience in teaching or working with children.

Preferably with some UU training or education related to working with children or willing to attend training as feasible.

Keen interest in children and their development.

Good team player, innovative, creative, conscientious and reliable. 

Job description is to be reviewed annually.

