HOUSTON’S FIRST BAPTIST CHURCH


Position Assignment:
Job Title: Director of Preschool & Kindergarten Ministry Department: Preschool Hired By: Student Minister	Reports To: Student Minister
Campus: Loop	Status: Full Time Exempt
Employment Category: IIA


Summary of Position: The Director of the Preschool & Kindergarten Ministry is responsible for providing leadership and oversight into the spiritual needs of the preschool children and their families.
Purpose: The vision of First Friends is to love preschoolers & their families into a closer relationship with Jesus. The strategy of First Friends is to provide a safe & secure environment where every child learns from the Bible. We will achieve this through Bible conversations, singing, centers, and group time. The First Friends team wants to support and partner with the parents to guide them to be the primary disciplers of their family in a Grow @ Home model.
Duties and Responsibilities:
· Plan and administrate for Life Bible Study for all children birth through Kindergarten
· Provide ministry enrichment for Directors, Teachers and Employed teachers and hire, train and give overall supervision to all Employed Teachers
· Lead and train the full-time and part-time staff in aspects of the Ministry.
· Provide and lead the staff for all programming of the Preschool Ministry. This includes First Friends Early Learning, Fitness Child Care, Mission Friends, Worship our Way, Wee Sing, and Special Events.
· Plan and administrate annual Vacation Bible School for all Preschool children and enlist and train volunteers.
· Make hospital and bereavement visits as needed for families/volunteers/employees involved in the Preschool Ministry
· Manage the Preschool Division annual budget.
· Plan and administrate the Preschool Annual Calendar.
· Provide equipping for parents through Parent Path classes including decisions on topics and enlisting teachers/facilitators for each class.
· Coordinate and partner relationships with appropriate First Baptist Academy leadership
· Partner with all NextGen Ministries in collaboration, strategy, and ministry planning
· Plan milestone moments for families such as, but not limited to, Parent Commitment, First Camp, etc.
This job description is not all-inclusive and can be modified verbally and in writing by the position supervisor.

Skills Requirements: Select all that apply
· Language skills		☒Math skills		☒Reasoning ability Computer skills:	☒Windows	☒Mac	☒MS Office	☒MS Outlook
	☒Administration
	☒Service to others
	☒Teacher/Leader

	☒Good Communication skills
	☒Team builder
	☒Self-disciplined

	☒Servant leader
	☒Decision maker
	☒Strong work ethic

	☒Empathy for ministry partners
	☒Attention to detail
	

	
	
	


Education and/or Experience: Select all that apply
☒College graduate preferred	☒Administrative Experience	☒Personnel Management
☒Church Staff experience preferred	☒Other: Seminary degree preferred

Organizational Relationships: Reports to Student Minister

Working Conditions: Select all that apply
☒40 hour work week	☒Additional hours as needed	☒Occasional off campus activities
☒Continuing Education	☒Specialized training	☒Occasional travel
☒Other: Conferences for training

Prepared By: Tony Bianco	Title: Student Minister
Date Prepared or Revised: October 15, 2025
Signature of preparer:		

I have read and received a copy of my job description. I understand this document overrides anything I have understood in the past. I further understand that I am expected to work according to this job description. If I have questions concerning the work and what is expected of me, I will speak to my direct supervisor.

Employee Signature	Date




_________________________________________________________
Print Name
