
 

Children’s Ministry Events Coordinator 
WestGate Church Saratoga Campus 

Job Description 
 
I. PURPOSE 

 

The Children’s Ministry Event Coordinator coordinates multi-campus events on the Saratoga Campus 
and any Saratoga only Children’s events. The job entails good skills in writing, language, 
communication, service, coordinating events and managing teams.  This is a part-time hourly position, 
up to 20 hours per week.  
 

 

II. ACCOUNTABILITY 
 

● The Coordinator will report to the Saratoga Children’s Ministry Director. 
● The Coordinator will be a team player that will work in cooperation with the Children’s Ministry 

team as well as the Saratoga campus team and other Pastoral staff and Ministry leaders. 
● The Coordinator will receive an annual or periodic review. 

 
III. RESPONSIBILITIES  

The following represents the overall responsibilities associated with this role, however; the expectation 
is that some of the following responsibilities will be delegated to and be done in partnership with the 
Children’s Ministry Staff and volunteer leadership teams. 

 

1. Event Coordination 

➢ KidzTown LIVE (KTL): KTL is a family friendly elementary event that occurs 6 times per 
year. Assist the KidzTown LIVE Stage Director as needed. Coordinate all aspects of event 
off the stage including internal communication, promoting the event, dinner (includes 
building and overseeing a dinner team to help with set-up, serving, and clean-up), RSVPs, 
and giveaways.  

➢ KidzCamp: KidzCamp is our summer camp that occurs 1 week each summer for elementary 
children (with one identical week at South Hills). Drive curriculum/theme for Camp. Create a 
blueprint for the week and share with the Children’s team for input. Build Saratoga team of 
volunteers, facilitate connection/collaboration between all campuses, handle all Saratoga 
specific communication/reservations, communicate with Saratoga staff and families about 
camp, coordinate prep of supplies and distribution to rotations, recruit and train volunteers, 
facilitate the set up/running/tear down of camp in it’s entirety, participate in debrief.  

➢ Walk with Jesus (WWJ) – Occurs 1 time each year prior to Easter and runs for 3 nights. Plan, 
execute, staff and communicate the details of this event including but not limited to 
marketing & communication, set-up, creative design, volunteer participation, and RSVPs.  

➢ Respites- Assist Special Needs Ministry Director approximately 3 times a year with Respites. 
Respites are a time for parents of children with special needs to drop off their child so that 
they can have a “respite” from being caregiver for a few hours. 

➢ Volunteer Training/Recharge/Appreciation- Coordinate the theme/decorations, location/food; 
oversee all forms of invitations and RSVP list, interface with facilities staff as needed. 
Support Saratoga directors unless ALL campuses combine. 

 



 
➢ Assist Children’s Ministry Directors with any age specific events (Preschool movie night, 

Club 45 game/movie nights, etc…) 

➢ During slow season in the year, keep Saratoga Children’s Ministry storage spaces organized 
and maintained (bin, TRC, costume closet, etc..) 

2. Leadership 

➢ Participate in personal development and training opportunities as offered. Should always 
seek to grow and improve. 

3. Administration 

➢ Maintain data and summaries for children’s ministry events (how many at event, what 
worked, what didn’t work, catering, etc…). 

➢ Back-up for WestGate Saratoga administrative team as available and needed (main desk 
coverage, general phone answering, etc…). 

➢ Request funds for checks or reimbursements, maintain monthly budget reconciliations for 
credit card and oversee budget and expenditures for children’s events. 

4. Staff Responsibilities 

➢ Participate in weekly Saratoga staff meetings and monthly All-Staff and Administrative 
meetings, weekly Children’s Ministry staff meetings and the monthly Children’s Ministry 
book club meeting. 

➢ Will be available to share your gifts and talents in all areas of the church ministry as time 
permits. 

 
 

IV. OTHER SKILLS AND ABILITIES 
The successful candidate must be a Christian and fully support the philosophy of WestGate Church and 
its leadership team.  This individual's commitment to Christ will be evidenced in his/her personal life, 
family relationships, and ministry.  His/her daily walk with God will be an example to those with which 
he/she interacts.  

➢ The ability to work efficiently and effectively in team situations is critical, as well as the 
ability to work independently.  

 
➢ Must possess creative event planning skills, excellent organizational abilities. The ability to 

coordinate several activities at once and to quickly analyze and resolve specific problems is 
important. 

 
➢ The ideal candidate should have a passion and heartfelt concern for children and families, be 

high energy, hard working, and possess the ability to motivate volunteer teams. 
 

➢ Strong computer skills using word processing, spreadsheets, and email is desired.  
 

 
V.        WORK ENVIRONMENT  

Work environment is in a very busy office with many interruptions. The successful candidate would be 
able to put people first.  The ability to multi-task and stay focused would be extremely beneficial.  


