POSITION:	DIRECTOR, COMMUNICATIONS
	[Part-time / 22 hours per week / Exempt]

GENERAL RESPONSIBILITIES:

The Director, Communications shall, in coordination with the clergy, lay staff and members, lead the development and implementation of a strategy that communicates the Gospel message and CHURCH NAME’s role in accomplishing that goal to the local, national and global communities. He/she shall direct all aspects of internal and external information sharing, branding and marketing. 

SPECIFIC RESPONSIBILITIES:

Include, but are not limited to:

	Work with clergy and lay staff to determine annual ministry events, keeping with the vision of the church; and providing strategic assistance with planning, promotion and evaluation. This includes participation in the development of promotion timelines and management of tactical promotion (graphic design, press releases, advertising, posters/flyers, web pages, e-publications, social media, etc.).
	Serve as an advisor to clergy and lay staff on methods of communication to develop and design the promotion of their ministries.
	Serve as the consultant for ministry directors and staff in the development and design of materials and copy to promote their ministry.
	Assist the Gathering/Greeter/Welcome Center ministries to complete the bridge from promotion to welcome to database follow-up.
	Serve as the media relations contact on behalf of the church, advancing the church’s mission.
	Conduct regular database analysis and ongoing research to explore how best to communicate with audiences inside and outside CHURCH NAME.
	Develop and manage the church’s communication system, including the policies and procedures governing it. (Communication system includes all methods of communication, such as weekly/monthly publications, campus bulletin boards and communication displays, e-publications, posters/flyers, Facebook/social networking sites, church website(s), etc.)
	Develop a working group of church members to advise and assist with the strategic planning of the promotion of events and general communication.
	Maintain the church’s website.
	Participate with clergy, ministry directors and volunteers in the development, production and presentation of a monthly “ministry focus’ media presentation for worship and education.
	Graphic design as needed, which may include website, creating monthly newsletter, basic design for the weekly bulletin, creating brochures, posters/flyers, e-newsletters, PowerPoint promotion slides, etc.
	Develop and manage the Communications budget and required reports, i.e. the annual report to the congregation.
	Represent CHURCH NAME by serving on appropriate denomination committees and community organizations, as well as networking with other churches to keep abreast of new ideas and developments in communications as they relate to the mission of CHURCH NAME.
	Purchase supplies, equipment and materials necessary to support communications programs. Ensure the proper, periodic inventory and maintenance of such supplies, equipment and materials.
	Attend staff meetings and retreats.
	Perform other such duties as required by the position and directed by the Supervisor.


QUALIFICATIONS:

	Possess outstanding writing and communications skills.
	Ability to create the vision for communications programs in coordination with the pastors, lay staff and Parish Leadership Council.
	Ability to be flexible, creative and positive in meeting the church’s communication needs.
	Ability to listen, communicate, interact, understand and relate confidently with the clergy, lay staff and members.
	Familiar with the theology of Evangelical Lutheran Church in America (ELCA).
	Possess a strong faith in Jesus Christ and general knowledge of the Bible.
	A Bachelor’s Degree or equivalent education, certification and experience in Communications.
	Experience in communications with other churches and / or non-profit organizations.
	Possess effective interpersonal, communication and organizational skills.
	Capable of developing communications training and education programs for the church.
	Pass required background and agency checks.


REPORTS TO:

Church Administrator

