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CHILDREN’S COORDINATOR 
Part-Time, Non-Exempt 

Are you looking to make a life-changing difference in the lives of families and children?  Since 1985, Door 

of Hope, a Christian, faith-based nonprofit, has been a place of hope and restoration for hundreds of 

families in need. Our mission is simple: to equip families to rebuild their lives, permanently breaking 

cycles of homelessness and domestic violence. 

Description 

The Children’s Coordinator is responsible for fostering the development and holistic well-being of Door of 

Hope’s children through coordinating and overseeing children’s programming, and by coordinating and 

building partnerships with outside organizations and volunteers that support our children’s programming 

(ex. churches, agencies that specifically work with Children). The Children’s Coordinator reports to the 

Pasadena Program Manager. 

Schedule 

• 20 hours/week 

• Must be available Mondays-Wednesdays from 3-8pm, on Thursdays for 5 hours of flexible 
scheduling, and at least one weekend/month for special events 

• Occasional evenings, mornings, and weekend events 
 
Responsibilities 
 

• Plan and teach children’s enrichment curriculum under direction and supervision of Program Manager  

• Uphold program structure and discipline children when needed in alignment with Door of Hope’s 
discipline philosophy and policies 

• Transportation of children between sites or special events 

• Prepare food for and oversee snack time 

• Maintain and organize children and teen spaces 

• Complete various administrative tasks (permission slips, flyers, paperwork, etc.) 

• Create and develop new activities, curricula, and Bible lessons 

• Lead, plan and chaperone field trips 

• Participate in and seek out trainings to continue education and promote professional growth 

• Perform any other task necessary to support the mission of Door of Hope 
 

Qualifications 

• Demonstrate Door of Hope’s core values: Christ-Centered, Holistic, Empowering, Relationship 

• Bachelor’s Degree in social work, psychology, education, or similar fields (in-progress or completed) 
is preferred or equivalent experience working with children required 

• Training and experience working with children-at-risk and trauma strongly preferred 

• Driver's license required 

• Bilingual in Spanish is preferred; strong communication skills are a must 

• Basic understanding of Microsoft Office and Google Drive 

• Ability to organize and teach enrichment curriculum is strongly preferred (ex. drama, music, painting, 
arts and crafts) 

• Ability to work independently and as part of a team 

• Must be patient, flexible, teachable, understanding, and possess a calm demeanor 
 
**To apply, send your resume and brief cover letter to jobs@doorofhope.us. In your cover letter, please 
explain 1) your understanding of Door of Hope’s mission and 2) your interest in this specific opening.** 

mailto:jobs@doorofhope.us

