
Communications Assistant 
 

Purpose of Position: The purpose of this position is to assist in the communication within the church and 
community; to support the directors of ministry in communicating their vision; to design and execute 
communication strategies with and for them; and to contribute as a member of the administration team to 
the general administration of the church. 
 
This person needs to be a believer, problem solver, self-starter, facilitator, proactive thinker, and 
delegator. 
 
This person is not a graphic designer, secretary 
 
Major Responsibilities: 

1. Maintain growth and integrity of Christ both personally and with family/community through 
corporate worship, community group and personal private practices. 

2. Communications 
a. Design, schedule, execute and maintain communication strategy. i.e. e-mail 

announcements, visitor welcome, ministry mailings, blogs/newsletters, etc. 
b. Serve as the gatekeeper for all print and digital media, with an eye toward clarity and 

brand presence. 
c. Maintain and update the website, app, social media accounts on a regular basis. 
d. Write, proof and edit communications messages for use in varied channels and 

audiences.  
e. Cultivate information from ministries, stories of changed lives and church life. 
f. Utilize, with proficiency, the church database for the purpose of knowing and 

communicating to the congregation individually. 
g. Make practical and effective use of budgeted resources for design, print, photography 

and video needs. 
3. Office presence 

a. Ensure phone calls, emails and on-site visitors are greeted and responded to with 
hospitality in a timely manner. 

b. Thoughtfully maintain a clean and hospitable work environment in the office and 
throughout the facility. i.e. maintain information in foyers, conference rooms, etc. 

c. Receive mail, open and distribute to staff. 
4. Create redundancy in Ministry Resource Coordinator position by being cross-trained. 

 
Performance Criteria:  An annual written performance evaluation will be made each year led by the 
supervisor based on this job description.  This annual evaluation will be placed in the personnel file.  A 
review will be held after the first 30 days of employment, and after the first 3 months, with a formal 
written evaluation for the annual review.  After the first year of employment, evaluations will be performed 
annually or more often as requested. 


