Job Description

Nursery Receptionist

Qualifications:

· growing Christian

· love for babies/toddlers

· know/willing to learn about baby/toddler characteristics

· dependable

· ability to get along with people

· friendly and cheerful

· willing to serve on a regular basis

Duties:

1. Arrive 15 minutes before service. Put curriculum activity sheet in toddler room. Do not accept babies until workers arrive. 

2. Welcome parents and babies in a friendly way. Give security numbers to parents. take infants to room #2, walkers to room #1.

3. Welcome visitors.  Give them a Nursery Policy pamphlet & baby information sheet to fill out.  Assign visitors a security number from 50's or 150's. Explain security numbers to them & show them which room their child will be in.  Ask parents where they can be located & reassure them that they will be notified if there is a problem with their child.  

4. Be sure diaper bags and other belongings are marked with child's name. Use labels & put child's name on his back and mark any items not labeled.

5. Check each room for the proper adult/child ratio, infants 1/2 ; Toddlers 1/5. 

6. Find other helpers or stay and assist if more help is needed. (We need a minimum of 2 adults in every classroom)

7. Make note of any workers who did not arrive and any supplies that need to be replenished.  Give this information to the Nursery Coordinator.

8. Stay at reception desk until 15 minutes after service begins.  You may go to service if you are not needed in classrooms.  Return for check out a few minutes before service dismissal.

9. Attend training meetings that are offered.

10. Get to know parents and pray for them and their children.

11. Attend Sunday & Wednesday services regularly.

12. Call the Nursery Coordinator if you will be unable to work the service scheduled for.
