The Church of Saint John Neumann
__________________________________________________________________________________

4030 Pilot Knob Road

Eagan, MN  55122

(651) 454-2079   FAX (651) 454-0860   www.sjn.org

POSITION DESCRIPTION

Date: 
April, 2021
Position Title: 
Nursery Assistant

FLSA: 
Non-Exempt 

Reports To: 
Nursery Coordinator

Direct Reports: 
None

Receives Work Direction From:   None
Provides Work Direction To: 
None

Resource Person To: 
 

Part-Time without benefits 

Purpose of Position:  Provide a nurturing and safe environment for children who are cared for in St. John Neumann’s parish nursery. 
General Responsibilities 
*Employment in and by the Church is substantially different from secular employment.  Church employees must conduct themselves in a manner which is consistent with and supportive of the mission and purpose of the Church.  Their public behavior must not violate the faith, morals or laws of the Church or the Archdiocese, such that it can embarrass the Church or give rise to scandal.  It is preferred that this employee be an active, participating Roman Catholic.  Reasonable accommodation for the religious practice of employees not of the Roman Catholic faith will similarly be provided.
Representative Responsibilities: 
· Be present and ready to work as needed to meet responsibilities. Includes recognizing when situations require more effort, seeking approval to put in more time if needed, satisfying responsibilities in a timely manner, providing an example of punctuality and attendance, and generally ensuring all is ready and taken care of.
· Work 15 minutes prior to an event allowing enough time to prepare the nursery and sign in children to the nursery.
· Notify parents that children must be awake when signed in and sleeping children are not accepted into the nursery.
· Provide positive and effective ways of dealing with child and parent separation at time of drop off and pick up.
· Serve and assist with snacks.
· Keep classroom environment and work area clean during nursery shift. This includes maintaining toys, wiping down tables and counters, and checking bathroom and diapering areas for cleanliness and supplies.
· Be aware of personal information about the children or their families, using good judgment and keeping information confidential.
· Bath room and/or diaper children as needed, wearing gloves. Only staff members over 18 years old may change diapers or assist in bath rooming a child. 
· Contact parents on their cell phones in case of emergency.
· Write and sign accident and injury report, have parent sign, and turn in to nursery coordinator.
· Fill in occasionally for Friday School.
Additional Responsibilities
· Attend fall and spring planning meetings.
Other Responsibilities includes responsibilities identified as needed by the employee and approved and/or assigned by the supervisor.
The responsibilities listed above are intended to describe the general nature and level of work performed by staff members assigned to this position.  It is not intended to be an exhaustive list of responsibilities and qualifications required of this position.  More detailed listings of duties and tasks may be found in other supplemental documents.

The responsibilities preceded by “*” are essential functions of the position.
I have reviewed this job description and agree that it is representative of the responsibilities of my position.  I understand that, as the organization’s needs change, my job description will change.

Incumbent’s signature_____________________________________ Date_________________

I have reviewed this job description and agree that it is an accurate representation of the responsibilities performed in this position.

Supervisor’s signature_____________________________________ Date_________________

Qualifications:
High School student or High School graduate required
16 years or older

Minimum of 2 years of babysitting experience
CPR and babysitting training preferred


Pass Archdiocesan background check and complete VIRTUS

Pass Pre-employment physical

Enthusiastic with a positive attitude

Early childhood experience preferred.

Mental Demands:


Communicate and work with others as an effective and active team member
Interact with department staff in a respectful way by communicating directly and by following proper channels of communication.

Ability to multi-task 

Utilize good people and listening skills

Follow instructions and accomplish tasks in a timely manner

Take direction from supervisor

Be self-directed and work without supervision

Answer requests in a timely manner
Learn and implement new strategies

Make recommendations for improvement
Recognize and maintain appropriate levels of confidentiality

Maintain pleasant and professional manner in person and over the telephone 

Be respectful, courteous and responsive

Physical Demands:

Work assigned hours, including weekends, occasional Fridays, and Friday evenings once a month 
Move throughout the building easily and quickly

Speak, see, hear and respond to staff, parishioners and volunteers

Stand up to eight hours

Move furniture and equipment around before and after each session
Lift and carry up to 30 pounds using proper lifting and carrying techniques 
Operate equipment according to manufacturers’ directions

