
St. Mary’s by-the-Sea Episcopal Church is a welcoming community committed to the spiritual 
health and growth of all people. We are committed to providing a safe, healthy, loving 
environment for children ages 0-4 while their parents or caregivers are in church. We need two 
people in the nursery/toddler room from 9:30 – 12:00 on Sundays, and for other occasional 
services. For more information or to apply, please contact The Rev. Kristine Johnson (831-373-
4441 x11, rector@stmarysbythesea.org)  

 

Position Description 

  
TITLE: Toddler Room Teacher   
 
REPORTS TO: Rector 
 
  
 
POSITION SUMMARY 
 
Directs activities of the Toddler Room and nursery to ensure the physical and spiritual well being 
of our children by performing the following duties: 
 
ESSENTIAL FUNCTIONS  
 
1. Be the principal attendant for the Toddler Room (children ages 0-4) every Sunday 

morning, 9:30 am-12:00 noon. Arrive by 9:30 to set up room to ensure all needed 
materials are available. 

 
2. Greet parents and sign in children as they arrive in the Toddler Room and 

communicate with parents during pick up time.  Ensure children are signed out at 
end of class. Maintain accurate attendance log. Prepare name badges and labels 
and create signs as needed. 

 
3. Develop and conduct appropriate activities and lessons for Toddlers. Put away all 

books, toys and other materials; clean up after snacks.  
 
4. Submit list of needed materials to Rector for approval. If directed, purchase and 

maintain an adequate inventory of supplies; i.e., snacks, drinks, diapers, wipes, 
etc. and ensure that nursery and Toddler Room are well stocked at all times. 
Routinely inspect equipment and toys and make recommendations to the Rector 
to purchase new and discard old items as necessary. Launder sheets, toys, 
blankets, etc., as necessary. 
 

5. Assist with coordinating volunteers.   
 

6. Complete all required background checks and training. 
 



   
 

7. Communicate with the Rector regarding attendance, lesson planning, snacks and 
any other issues regarding the Toddler Room. 

 
8. Hours are 9:30 - 12:00 Sunday mornings plus occasional duties not to exceed 2 

hours during the week for training, preparation, and necessary communications 
with the Rector, parents and volunteers. 

 
 

SUPERVISORY RESPONSIBILITIES 
  
May supervise the volunteer Toddler Room teachers and Toddler Room/nursery 
workers(s). 
 
 
QUALIFICATIONS  
 
Must be reliable, flexible and experienced, and committed to teaching about God’s love 
through word and action. To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
1. Active member of an Episcopalian congregation or have knowledge of and is 

willing to function in a manner consistent with the mission of the Episcopal 
Church and St Mary’s mission and policies. 

 
2. Education and/or Experience: Associate's degree (A. A.) or equivalent from two-

year college or technical school, or high school diploma and six months to one 
year related experience and/or training; or equivalent combination of education 
and experience. 

 
3. Language Skills: Ability to read and interpret documents such as safety rules, 

operating and maintenance instructions, and procedure manuals.  Ability to write 
routine reports and correspondence.  Ability to speak effectively before groups. 
Spanish language proficiency desirable. 

 
4. Reasoning Ability: Ability to apply common sense understanding to carry out 

instructions furnished in written, oral, or diagram form.  Ability to deal with 
problems efficiently and effectively while maintaining good working 
relationships. 

 
 
PHYSICAL DEMANDS   
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 



   
 

accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is frequently required to stand; 
walk; sit; use hands to finger, handle, or feel; reach with hands and arms; stoop, kneel, 
crouch, or crawl; and talk or hear.  The employee must frequently lift and/or move up to 
30 pounds.   
 
 
WORK ENVIRONMENT  
 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
The noise level in the work environment is usually moderate.  It is a nonsmoking 
environment. 
 


