Job Description
Director of Curriculum Resource Center, Website Manager, 

and Teaching Assistant in Christian Education

Purpose:

The primary purpose of this staff position is to direct the Curriculum Resource Center for Union Presbyterian Seminary’s Charlotte campus in partnership with the Charlotte Presbytery. This person will also assist in maintaining certain educational websites, and assist the Professor of Christian Education in his/her work.  This position will be part-time (24 hours per week).  

Responsibilities and Duties:
1.
Direct the Curriculum Resource Center (CRC).  This work will include purchasing, cataloging, and tracking the use of Christian Education materials and resources.  This person will serve in the CRC on a schedule to be determined by the seminary and Presbytery and will respond helpfully and effectively to the requests and needs of students, educators, pastors, and church members who desire to make use of the CRC.  This person will be responsible for researching and ordering new materials, organizing materials, preparing and updating displays, tracking use of current resources, and culling outdated materials for the collection.
2.
Coordinate and maintain the CRC website.  The Christian Education program in Charlotte is responsible for maintaining at least one website: “Curriculum Resources.”  This person will assist in maintaining this website and keeping its content up to date.
3.
Assist the Professor of Christian Education at Charlotte, as needed.  This might include, but is not limited to: assisting with a section of a class, providing supporting materials, providing assistance for special projects (e.g., displays, dramas, hands-on learning events, etc.)

4.
Other duties as assigned.

This person will be considered “regular, part-time” staff, and as such will be welcome at all seminary events (e.g., convocation, commencement, seminars, etc.) where faculty, staff, and students gather for worship and fellowship.  This person is also expected to come to weekly staff meetings which are currently scheduled for Wednesday mornings.
Knowledge and Skills:
· Bachelors degree in any field, M.A.C.E. degrees preferred and given preference
· Knowledge of and experience with using Christian Education materials and resources

· Experience with and competence in the use of technology, specifically computers, audio visual technology and website maintenance

· Neat, organized, efficient, and cheerful
· Critical and analytical thinking skills

· Self-starter and good team player

· Good writing skills.  Able to express him/herself thoughtfully and creatively

Working Conditions:

· Hours projected for this position are 24 hours per week.  It is likely that at least some of these hours will be in support of classes that may meet at night or on the weekend (Saturday).

· Position is non-exempt, part-time, no benefits

