Position Description:  Communications
Evangelical United Church of Christ

Webster Groves, Missouri

October 2011
Primary Purpose:

· Provide high quality, timely, and relevant weekly publications for worship and community life.   
Reporting and Working Relationships:

· Reports to Pastor and collaborates with lay leaders and church staff to ensure the continued success of our ministry.

Scope:

· Primary point of contact for all internal church publications delegated by the Pastor.
· 10 hours per week with weekly (Friday) deadline.
· Position can be virtual (work from home) with coordination for printing with Administrative Assistant.
Tasks and Responsibilities:
	Weekly:
	Worship Program:  Primary responsibility for announcements, calendar and volunteers; proof worship service; and print.

	Weekly: 
	News and Notes: Primary responsibility for gathering and sharing information in News and Notes (and weekly snail mail).

	Weekly:
	Communicate events and programming through News and Notes, Sunday Bulletins, and social media (Facebook, Constant Contact events, etc).

	Weekly:
	Communicate with staff team regarding upcoming initiatives and priorities.

	As needed:
	Work with staff team and volunteers to design seasonal promotional pieces (Fall Program brochure, Annual Report, and new pieces as deemed appropriate).


Knowledge, Skills and Abilities:

· Previous experience writing formal communications, proof-reading, and editing are preferred.

· Strong oral and written communication skills are essential.
· Strong design skills are essential.
· Proficient working on Microsoft Word and Publisher.

· Working knowledge of html, Facebook, and other online applications.

· Ability to be adaptable and flexible, to be resilient and tolerate stress, to remain patient.

· Ability to learn and analyze.

· Ability to make decisions and use good judgment.

· Ability to manage many details simultaneously.
