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Communications Coordinator
Position Summary
This is a hired position that oversees communications for the various ministry arms of St. John’s, assists the ministry team, and reports to the ministry team. The Communications Coordinator is responsible for organizing, facilitating, planning, implementing, and/or consulting on communications, including print and electronic media, internal (to the congregation) and external (to the community at large) communications, and ongoing/regular tasks and periodic special projects as requested by the ministry team or church leadership. This part-time position receives a yearly stipend, is under the direct supervision of the Administrative (Senior) Pastor, and is responsible to all pastors. 
Primary Duties and Responsibilities
Weekly Communication Pieces
· Works with the Church Administrative Assistant on the weekly News & Notes, including making final decisions on announcements for inclusion and editing the proofs prepared by the Church Administrative Assistant.
· Prepares the weekly E-News, including selecting the Top 3 announcements; creating the E-News and sending it to the Church Administrative Assistant and other appropriate parties for review; editing, formatting, and attaching the weekly Prayer List first prepared by the pastoral staff; and scheduling delivery of the E-News.
· Prepares the weekly service folder (and service folders for Wednesdays/other special services).
Monthly Communication Pieces
· Works with the school principal on the St. John’s Scoop, including recruiting guests, writing the script, recording the interview, and finalizing the video.
Quarterly Communication Pieces
· Works with the Church Administrative Assistant, the Financial Administrator, and the Communications Committee on the Lamplighter, including planning the content; soliciting and communicating with article writers to provide article parameters, word counts, and deadlines and edit articles as needed; obtaining membership changes, memorial information, and upcoming worship opportunities; writing articles as needed; and finalizing content and layout in conjunction with the Lamplighter graphic designer.
· Works with the Communications Committee on the St. John’s Spotlight, including choosing the topic, writing and editing the script, selecting pictures and video for inclusion, conducting interviews, recording b-roll footage, and finalizing the video.

Event Publicity
· Works with the pastoral staff, school faculty and the CES committee, board chairmen, and other event coordinators on publicizing events at church and school, including writing announcements, creating webpages and bulletin board posters, and facilitating registrations and volunteer sign-ups. 
· Works with the pastoral staff on teen communication, including publicizing events, recruiting teen volunteers, maintaining the teen e-mail list, and overseeing and updating the list of teen volunteer hours. 
Electronic Communication / Social Media
· Maintains the church / school social media accounts, including soliciting and posting daily content on Facebook and Instagram and evaluating and potentially pursuing additional social media options as opportunities present themselves.
· Maintains the church / school website, including creating, redesigning, and removing webpages as needed and providing support and training on various aspects of posting content to the website.
· Works with the Church Administrative Assistant to oversee various aspects of online worship service broadcasts, including creating hymn PowerPoints, scheduling and editing online broadcasts, and creating the weekly sermon podcast.
Worship Services
· Works with the pastoral staff, choir directors, and musicians on worship services, including determining the placement of choir and instrumental songs, special hymns, and other adaptations to the worship service.
· Works with the pastoral staff on organizing, creating / adapting, and implementing special liturgies, prayers, and lesson blurbs for various worship services throughout the year.
· Works with the pastoral staff, choir directors, and musicians on creating the yearly master singing schedule and making adjustments as requested.
· Reports weekly copyright use as required by OneLicense and CCLI.
Periodic Special Responsibilities
· Provides communications advice and feedback as requested on various special projects (either on a “consulting” basis or by committee membership), which may, but are not limited to:
· Strategic Planning Task Force
· Long Range Planning Committee
· School Accreditation Committee
· Capital Campaign / Building Appeal
· Other communications from the church or school, such as the Crusader Chronicle, Stewardship mailings, Outreach e-mails, etc.
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