Eaton First Presbyterian Church  ·  Application for Director of Christian Education
EATON FIRST PRESBYTERIAN CHURCH
Employment Application
Position: Director of Christian Education
Part-time, Annual Salary
BEFORE YOU BEGIN  
	Where to send your application
Eaton First Presbyterian Church  ·  Attn: Pastor Annie Melick  ·  123 W Decatur St., Eaton, Ohio 45320
Phone: 937-456-3754 ·   Email: pastorannie@eatonfpc.org
Application deadline: ____________________     Anticipated start date: ____________________
Please submit with this application:
☐ Completed application (all sections)   ☐ Résumé   ☐ Brief cover letter (optional)   ☐ Contact information for 3 references
A note on this position: The Director of Christian Education has direct, ongoing contact with children and youth. Every finalist must complete a criminal background check, a driving record check, and reference checks, and must sign our Child Protection Policy before beginning work.
Equal opportunity: Eaton First Presbyterian Church does not discriminate on the basis of race, color, national origin, age, disability, sex, or genetic information. As a religious organization, the church does consider religious belief and practice as a bona fide occupational qualification for this ministry position, as permitted by law. Reasonable accommodations are available upon request.


STEP 1  |  CONTACT INFORMATION
	Legal Last Name
	
	First Name
	

	Middle Initial
	
	Preferred Name
	

	Street Address
	

	City
	
	State / ZIP
	

	Cell Phone
	
	Alternate Phone
	

	Email Address
	

	Best way to reach you
	☐ Cell / call     ☐ Text message     ☐ Email     ☐ Other: ________________

	How did you hear about this position?
	☐ Church member   ☐ Church website   ☐ Social Media  ☐ College/Seminary   ☐ Referral: ____________

	Are you legally authorized to work in the United States?
	☐ Yes            ☐ No

	Will you now or in the future require sponsorship for employment authorization?
	☐ Yes            ☐ No


STEP 2  |  QUICK SCREENING QUESTIONS   
	Please answer every question below.
	YES
	NO

	Are you at least 18 years of age?
	☐ Yes
	☐ No

	Have you graduated from high school or earned an equivalent (GED)?
	☐ Yes
	☐ No

	Do you hold a valid driver's license and have reliable transportation?
	☐ Yes
	☐ No

	Are you willing to submit to an Ohio BCI and FBI criminal background check, a sex-offender registry check, and a BMV driving-record check?
	☐ Yes
	☐ No

	Are you willing to complete the church's child and youth protection training, Ohio mandated-reporter training, and the online Messy Church training?
	☐ Yes
	☐ No

	Are you available to be present on most Sunday mornings?
	☐ Yes
	☐ No

	Are you available for occasional weekday evenings and weekend events?
	☐ Yes
	☐ No

	Are you able and willing to travel with and chaperone youth on overnight trips (summer mission trip, Youth retreats, camps)?
	☐ Yes
	☐ No

	Are you comfortable planning fundraisers and working alongside a parent volunteer team?
	☐ Yes
	☐ No

	Are you able to perform the essential functions of this position, with or without a reasonable accommodation? (Essential functions include set-up and clean-up of activities, lifting up to approximately 25 lbs., and being on your feet during events.)
	☐ Yes
	☐ No

	Have you previously been employed or volunteered in a church or ministry setting?
	☐ Yes
	☐ No

	Are you willing to work within the Reformed tradition and under the direction of the Pastor and the Session of a Presbyterian Church (U.S.A.) congregation?
	☐ Yes
	☐ No


Experience Snapshot
	Area
	Years of experience

	Working with children (preschool – 5th grade)
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+

	Working with youth (6th – 12th grade)
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+

	Planning and running events or programs
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+

	Recruiting, training, and supervising volunteers
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+

	Teaching or leading a Bible study / curriculum
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+

	Managing a budget and tracking expenses
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+

	Church or ministry staff experience
	☐ None    ☐ Less than 1    ☐ 1–2    ☐ 3–5    ☐ 6–10    ☐ 10+


STEP 3  |  AVAILABILITY   
	Earliest date you could begin
	

	Do you currently hold other employment? If so, where and how many hours per week?
	

	Are there dates or seasons you would be unavailable (school schedule, other commitments)?
	

	This role averages roughly 30 hours per month, with heavier weeks around camps, retreats, and the summer mission trip. Does that schedule work for you?
	☐ Yes   ☐ No   ☐ With adjustments (please explain): ______________________




STEP 4  |  EDUCATION
	Level
	School Name & Location
	Dates Attended
	Diploma / Degree
	Major or Focus

	High School
	
	
	
	

	College
	
	
	
	

	Graduate / Seminary
	
	
	
	

	Other training
	

	
	
	



	If you are currently enrolled, what is your status?
	☐ Freshman   ☐ Sophomore   ☐ Junior   ☐ Senior   ☐ Graduate student   ☐ Not enrolled

	List any coursework, theological education, or continuing-education training relevant to Christian education or youth ministry:
	


STEP 5  |  WORK & VOLUNTEER EXPERIENCE
Please list your most recent positions first, including paid work, volunteer roles, ministry service, military service, and self-employment. A résumé may be attached, but please still complete the boxes below.
	Position 1

	Organization / Employer
	

	Position title
	

	City & State
	

	Dates (from – to)
	
	Hours per week
	

	Paid or volunteer?
	☐ Paid     ☐ Volunteer     ☐ Both

	Supervisor name & title
	

	Supervisor phone / email
	

	Key responsibilities
	

	Reason for leaving
	

	May we contact this organization?
	☐ Yes     ☐ No — please explain: ______________________________________








	Position 2

	Organization / Employer
	

	Position title
	

	City & State
	

	Dates (from – to)
	
	Hours per week
	

	Paid or volunteer?
	☐ Paid     ☐ Volunteer     ☐ Both

	Supervisor name & title
	

	Supervisor phone / email
	

	Key responsibilities
	

	Reason for leaving
	

	May we contact this organization?
	☐ Yes     ☐ No — please explain: ______________________________________



	Position 3

	Organization / Employer
	

	Position title
	

	City & State
	

	Dates (from – to)
	
	Hours per week
	

	Paid or volunteer?
	☐ Paid     ☐ Volunteer     ☐ Both

	Supervisor name & title
	

	Supervisor phone / email
	

	Key responsibilities
	

	Reason for leaving
	

	May we contact this organization?
	☐ Yes     ☐ No — please explain: ______________________________________





	Have you ever worked or volunteered in a role that required a background check? If yes, for whom and when?
	


STEP 6  |  CERTIFICATIONS, LICENSES & SKILLS
	Do you have a current driver's license?
	☐ Yes   ☐ No
	State & expiration date
	

	Have you had any moving violations or at-fault accidents in the past 5 years?
	☐ Yes   ☐ No — if yes, please explain: ______________________________________

	Are you comfortable driving a 12- or 15-passenger van or church vehicle with youth aboard?
	☐ Yes   ☐ No   ☐ Willing to be trained


Training & certifications you currently hold (check all that apply)
	☐ CPR
	☐ First Aid
	☐ AED
	☐ Lifeguard

	☐ Food safety / ServSafe
	☐ Ohio mandated reporter training
	☐ Child protection / “Safe Church” training
	☐ Messy Church online training

	☐ Certified Christian Educator (PCUSA)
	☐ Youth ministry certification
	☐ Teaching license
	☐ Camp counselor training

	☐ Van / bus driver certification
	☐ Background check on file (transferable)
	☐ Other: ______________________
	☐ Other: ______________________


Certification detail
	Certification
	Issuing organization
	Date earned
	Expiration

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Technology & communication skills (check all that apply)
	☐ Microsoft Word / Excel
	☐ Google Workspace (Docs, Sheets)
	☐ Canva or graphic design
	☐ Other: ______________________

	☐ Facebook / Instagram for an organization
	☐ Email
	☐ Website updates
	

	☐ Online sign-ups (SignUpGenius, etc.)
	☐ Photo/video for promotion
	☐ Basic bookkeeping / expense tracking
	




STEP 7  |  MINISTRY EXPERIENCE — SHORT ANSWER
Please answer in your own words. Attach additional pages if you need more room.
1.  Describe your experience with children and youth. Which age groups (preschool, elementary, middle school, high school) are you strongest with, and why?
	


2.  Describe your experience recruiting, training, scheduling, and supervising volunteers. How do you keep volunteers encouraged and coming back?
	


3.  Describe your experience in a church or ministry setting.
	


4.  Why do you want to serve at Eaton First Presbyterian Church, and what would you bring to this ministry?
	



5.  Briefly describe your faith journey and how it shapes the way you work with children and youth.
	


6.  This position plans and leads an annual summer mission trip for junior and senior high youth — including fundraising, recruiting chaperones, transportation, permission and medical forms, and leading the trip itself. Describe any experience you have with a trip or event of that scale.
	


7.  Our monthly Messy Church gathering (September–May) is intergenerational and hands-on: a meal, activities, and worship together. What experience or ideas would you bring to it?
	




8.  Describe your experience building a budget, tracking expenses against it, and turning in receipts and documentation on time.
	


9.  How would you build relationships with parents, and how would you communicate regularly with families? (This role works with a Parent Advisory Council and reports monthly to Session.)
	


10.  Tell us about a program or event you planned that did not go the way you expected. What happened, and what did you take from it?
	


11.  Are you familiar with the Presbyterian Church (U.S.A.)? What is your current church home and denomination, and what is your involvement there?
	




STEP 8  |  CHILD & YOUTH PROTECTION   
	This position involves regular, direct contact with children and youth, including overnight travel. The questions below are required of every applicant. Answering “yes” does not automatically disqualify you; we consider the nature of the offense, how long ago it occurred, and its relationship to this position. Leaving a question blank or answering untruthfully will end consideration of your application.



	Have you ever been convicted of, pled guilty to, or pled no contest to any criminal offense other than a minor traffic violation?
	☐ Yes
	☐ No

	Are you currently required to register as a sex offender in any state or jurisdiction?
	☐ Yes
	☐ No

	Have you ever been the subject of an investigation, substantiated finding, or allegation of child abuse, child neglect, or sexual misconduct involving a minor?
	☐ Yes
	☐ No

	Have you ever been asked to resign, been terminated, or been removed from any paid or volunteer position involving children or youth?
	☐ Yes
	☐ No

	Is there any court order, custody order, or restriction currently in place that would limit your contact with minors?
	☐ Yes
	☐ No



If you answered “yes” to any question above, please explain fully:
	


Authorization & acknowledgments
	☐  I authorize Eaton First Presbyterian Church to obtain an Ohio BCI and FBI criminal background check, a sex-offender registry search, and a BMV driving-record check, and to repeat these checks periodically during my employment.

	☐  I authorize the church to contact the references, employers, and organizations listed in this application, and I release them from any liability for information given in good faith.

	☐  I understand that, if hired, I must read and abide by the church's Child & Youth Protection Policy and complete required training before working with children or youth.

	☐  I understand that under Ohio law I would be a mandated reporter, and I agree to report any suspected abuse or neglect as required, and to notify the Pastor.



Applicant initials: __________          Date: ____________________














STEP 9  |  REFERENCES
Please list three references. At least one should be a pastor, Sunday school teacher, youth leader, or other person who can speak to your involvement in a church. The other two may be work or character references. References may not be related to you. If you have worked with children or youth before, at least one reference should be someone who supervised you in that setting.
	Name
	Relationship to you
	Organization
	Phone
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	May we contact your references before an interview?
	☐ Yes     ☐ Please contact me first

	May we contact your current employer?
	☐ Yes     ☐ No     ☐ Not currently employed


STEP 10  |  BEFORE YOU SUBMIT — CHECKLIST & SIGNATURE   
	☐ All sections completed
	☐ Résumé attached
	☐ Cover letter attached   (optional)
	☐ Three references listed

	☐ Child & Youth Protection section initialed
	☐ Application signed and dated
	
	



	Applicant certification
I certify that the information given in this application is true and complete to the best of my knowledge. I understand that any false statement, omission, or misrepresentation may result in my application being rejected, or — if I am already employed — in immediate termination, regardless of when it is discovered.
I authorize Eaton First Presbyterian Church to verify the information in this application, including education, employment history, references, and the background and driving-record checks described in Step 8.
I understand that this application is not a contract of employment, that this is a part-time hourly position, and that any offer of employment is contingent upon satisfactory completion of reference and background checks and approval by the Session.



	Signature
	
	Date
	

	Printed name
	




VOLUNTARY — DETACH BEFORE REVIEW   
Completing this page is entirely optional and it will not affect your application in any way. It is kept separate from the rest of your application and is used only to help the church understand how our openings are reaching the community. 

	Position applied for
	Director of Christian Education

	Date
	

	How did you first learn of this opening?
	

	Gender (optional)
	☐ Prefer not to say     ☐ ____________________

	Race / ethnicity (optional)
	☐ Prefer not to say     ☐ ____________________

	Do you have a disability for which you may request an accommodation? (optional)
	☐ Prefer not to say     ☐ Yes     ☐ No
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