
Job Description: Media/Communications

Department: Communications                                                                                        
Location: Bachelor Creek Church of Christ  
Job Title: Media/Communications Director                                                                                            
Reports to: Lead Minister                                                                                                                 
Classification: Part-time (20 hours/week)                                                                                                                                  
Job Description and Responsibilities:

PURPOSE: 
The Media/Communications Director will lead in setting the direction as well as the strategic 
implementation of all internal and external communications to consistently articulate, enable and fulfill 
Bachelor Creek’s mission and vision.  This includes any print, video, and online elements of 
communication. This individual will be a creative, innovative, strategic thinker and a results-driven person.

COMPETENCIES & EXPECTATIONS:
- Work cooperatively with staff in all communication efforts.
- Meet regularly with lead minister to formulate plans for communications.

ESSENTIAL JOB FUNCTIONS:
Website, App & Database
- Maintain a clean, easy to navigate website and app
- Proactively work to make sure Bachelor Creek maintains an effective presence on the web 

including style/presence, search engines, new technology
- Coordinate maintenance—ensure that new and consistent information (article links, stories, and 

events) are posted regularly
- Champion database with training to self and fellow staff in coordination with website
- Lead live-streaming efforts
Promotions/Announcements
- Develop system to organize, prioritize and communicate promotional items related to Bachelor 

Creek
- Create communications strategies to market, inform, and promote sermon series, big events and 

other campaigns assigned
- Oversee all written materials, digital materials and monthly newsletter
- Record and edit video announcements to be shown every Sunday
- Record and create video stories for use on Sunday mornings and other avenues
Social Media
- Manage ongoing social media messaging and communication strategies 
Design and Brand Management
- Lead efforts to design all art and promotional materials related to church-wide activities with a 

high standard of creativity, excellence and effectiveness
- Monitor the look, vibe and feel of all promotional materials representing Bachelor Creek
- Oversee the use of logos and images that represent Bachelor Creek
Volunteer Teams
- Develop volunteer teams as deemed necessary to accomplish communication goals
- Enlist, equip and encourage qualified volunteers such as artists, photographers and writers



ESSENTIAL JOB FUNCTIONS (CONT.):
Qualifications and Required Skills 
-  A heart for the local church, a growing relationship with Jesus and a passion for others
- Competency in Adobe Creative Suite
- Proven ability to take projects from beginning to end
- Organized and able to manage multiple projects
- Relates well to all kinds of people, builds effective relationships, communicates effectively
- Creative thinker, excellent written and oral communication skills
Other Duties As Assigned
- This position will be ebb and flow with project assignments 

EDUCATION & EXPERIENCE:
- High School Diploma
- Experience with communications preferable

RELATIONSHIPS:
- Report to Lead Minister
- Work closely with all areas of ministries within Bachelor Creek Church of Christ


