
Position: Curriculum Coordinator (Academy at Biltmore Church)
Reports to: Academy Director
Job Location: Biltmore Church - Arden Campus
Position Type: Full-Time

Position Description: The Curriculum Coordinator will oversee the day to day operations of the Academy at Biltmore
Church. The Curriculum Coordinator will work with the administrative team to ensure that each parent feels safe leaving
their child in our care, each teacher feels equipped and each child gets to hear and see the Gospel woven into each part
of their day.

● 3-5 years of direct professional experience in an early childhood or classroom setting.
● Bachelor’s Degree in early childhood education or related field of study.
● Experience in care for special needs and childhood trauma.

● A personal and active relationship with Jesus Christ modeled by a commitment to supporting the vision,
leadership and beliefs of Biltmore Church.

● A Christ-like testimony that is displayed inside and outside the workplace.
● An expressed passion and calling for serving Jesus in a Kingdom-minded, fast-paced, local church setting.
● Prepared to join in membership as an individual/family and make Biltmore Church your home church. Active

involvement in a weekly Connect Group, serving, and tithing at Biltmore Church is expected.
● Demonstrates initiative with an ability to work effectively apart from close supervision.
● A Proactive communicator who initiates mission-critical details inside and outside of weekly team meetings.
● Proficient in both written and verbal communication.
● An eye for excellence with a demonstrated ability to improve upon systems and procedures
● Highly organized, team-player, fast learner, committed to excellence

● Coach teaching staff and develop classroom curriculum. Curriculum will include the development of the whole
child: social and emotional, gross motor skills, and cognitive skills. Curriculum will also include Spiritual
Formations such as: Bible introduction, scripture memory, Gospel introduction, etc.

● Coach teachers and work to resource families as it relates to developmental delays, social and emotional
difficulties, and childhood trauma healing. This may include working with teaching staff to hold parent meetings
and developing regular child assessments.

● Collaborate with staff to ensure adherence to quality standards in accordance with center guidelines as well as
state and local requirements and implement improvements where needed.

● Work with Academy Director and Program Coordinator to create plans for staff development needs (both
spiritual and educational), set up necessary training for staff and help resolve any personnel issues that may
arise.

● Maintain personal professional development plan to ensure continuous quality improvement.
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