
Shelby Presbyterian Church 
Position Description: Director of Rainbow Connection 

 
Ministry Objective: The Director of Rainbow Connection provides the Christian leadership for the unique 
preschool program at Shelby Presbyterian Church, the Rainbow Connection. The mission of the Rainbow 
Connection is “to serve our community’s children and families by providing a preschool environment, where 
each child’s unique mental, physical, spiritual, emotional and social development is lovingly and optimally 
nurtured.” 
 
Accountability: The Director of Rainbow Connection (hereafter referred to as Director will function as an 
active member of the S.P.C. management team, directed by the Pastor/Head of Staff.  
- Arranges with the church staff their weekly Bible stories for the Rainbow Connection children and 

encourages integration of the stories in the classroom. 
- Receives support, resources and guidance from the church staff as well as the Rainbow Connection 

Committee in the spiritual nurture of Rainbow children, families, and staff.  
- In collaboration with the S.P.C. Director of Christian Education, share responsibility for programs using the 

same space, maintaining open communication.   
 
Primary Responsibilities:  
1. Coordinates the total preschool weekday activities of the Rainbow Connection, managing all of the affairs 

of the program in accordance with the mission statement and direction established by Shelby Presbyterian 
Church 

2. Recruits and recommends the hiring of staff to the S.P.C. Personnel Committee; final authority rests with 
the S.P.C. Session 

3. Maintains appropriate personnel records on all employees 
4. Provides direct supervision and training to all staff necessary in accordance with the guidelines for the 

program and assuring compliance with S.P.C. personnel policies 
5. Provides financial accountability for all funds expended and received in the operation of the Rainbow 

Connection in accordance with procedures adopted by the S.P.C. Finance Committee, working 
collaboratively with the S.P.C. bookkeeper 

6. Coordinates, directs, and staffs summer Rainbow Connection program, assuming the demand for the 
program remains.  

 
Secondary Responsibilities: 
1. Serves as an ex officio member of the Rainbow Connection Committee, bringing the agenda, financial 

report, calendar events, cares, and concerns before the Committee as meetings are scheduled. 
2. Leads staff and Rainbow Connection Committee in establishing annual and long-range goals for the 

program.  
3. Assumes daily oversight for all matters related to the administration of the program in collaboration with 

the S.P.C. Personnel Committee. 
4. Keeps all records that pertain to the administration of the program in compliance with S.P.C. policies.  
5. Interprets and implements all policies of admission, attendance, tuition, and educational goals to staff and 

parents. 
6. Sets the calendar for the year, scheduling all events and programs within that calendar in collaboration 

with the Rainbow Connection Committee subject to the approval of the Session. 
7. Prepares the annual budget and monitors that budget with approval of the Rainbow Connection Committee. 
8. Collects enrollment fees and tuition 
9. Coordinates fundraising efforts with the Rainbow Connection Committee, the Rainbow Connection staff, 

and the Session.  
10. Provides for the purchase of all equipment and supplies necessary for the program in accordance with 

procedures recommended by the S.P.C. Finance Committee and approved by the Session.  



11. Assures that the necessary standard of cleanliness for the physical facilities and equipment used by 
Rainbow Connection is maintained, working in partnership with the church staff. 

12. Shows flexibility and quick-thinking when it comes to dealing with problems that arise on a daily basis; 
handles any urgent maintenance issues that arise.  

13. Reports to the property committee any building issues that need to be addressed.  
14. Regularly visits classrooms to provide ongoing support and suggestions with annual formal evaluations of 

all employees.  
15. Arranges for substitute help as needed.  
16. Plans and implements all training programs and appropriate continuing education for the staff. Assures that 

the continuing education requirements of all the staff are met and provides in-house classes as well as 
information about other opportunities and resources.  

17. Assists staff in preparing daily, weekly, and yearly themes, programs, parties, schedules, and lesson plans. 
18. Assists staff in classroom space arrangement and organization.  
19. Assists staff in developing an efficient plan for use of all common indoor and outdoor space.  
20. Plans and implements the start up of the program each fall for teachers, children, and parents with 

orientation, training, and workshops familiarizing all with school policies.  
21. Creates and updates the Rainbow Connection handbook, class rosters, policy manual, website, social media 

accounts, and other forms that aid communication as necessary.  
22. Maintains an active system of parent-program relationship with open office hours, social gatherings, 

scheduled conferences, newsletters, etc. Enrolls children on a first-come basis, coordinating special needs 
of scholarship children as well as enrollment needs of the program throughout the year.  

23. Identifies at-risk children as referred by individuals and agencies.  
24. Administers the scholarship program with direction from the S.P.C. Rainbow Connection Committee.  
25. Reports annually to the S.P.C. Session on the status of the scholarship program and other information as 

requested.  
26. Provides accountability of funds contributed to the scholarship program in accordance with guidance from 

the S.P.C. Finance Committee. 
27. Refers individuals or families with pastoral care or outreach needs to the Pastor or other appropriate church 

staff.  
28. Collaborates with teachers to monitor all children in regard to their health, physical development and 

mental preparedness for entering kindergarten, and communicates any concerns with parents.  
29. Maintains membership in professional organizations, reads publications, and attends continuing education 

workshops necessary to keep knowledge and skills current and to lead all aspects of the program to 
excellence.  

 
 
Community Relationship: 
- Communicate with the public by providing appropriate information about the program via newspaper 

articles, social media, the church’s website and newsletter, or other avenues.  
- Responsible for publicity regarding enrollment and registration if necessary.  
- Make Rainbow parents aware of opportunities for spiritual growth within the church. 
 
Requirements  
- Demonstrates a life of commitment to Christian love and compassion.  
- Documented experience in the care of children 0-4 years of age.  
- Applicant shall be 21 years of age or older 
- A college degree is preferred with an emphasis on early childhood education; at a minimum, a high school 

diploma is acceptable with at least five (5) years of service in an approved preschool program 
- A minimum of three (3) letters of reference at least one from a member of the Christian community (i.e. 

minister, Elder, Deacon, Christian educator, etc.) 
- Special requirements for employment (any expense shall be reimbursed by S.P.C.) 



- Submit to a background check 
- Submit to a drug screen 
- Present results of a Tuberculin test 
- Present proof of up-to-date immunizations  
- Complete a CPR course 

- Comply with applicable provisions of the S.P.C. Personnel Policies and Practices, S.P.C. Employee Policy 
Additions (2013) and the S.P.C. Child Protection Policy - all to be provided upon employment. 

- Consideration will be given to current Rainbow staff.   
 
Compensation: Salary will be established annually by the S.P.C. Finance Committee and recommended to 
the Session, who has final authority to approve. 
- Staff time-sheets are to be provided to the S.P.C. bookkeeper on the 15th and 30th of each month or on a 

schedule provided by the S.P.C. bookkeeper  
- Part-time position with no benefits other than salary, unless approved by the Session upon recommendation 

of the Finance Committee. 
- Accounting for work time will be in accordance with a plan and procedure approved by the S.P.C. Finance 

Committee and monitored by the church bookkeeper.  
 
 
 
 
 
Approved by Session:  
 
___________________________________________ 
Clerk of Session 
 
Date: ___________________________ 
 


