
Springhill Presbyterian Church 
Position Description

Position Title:
 
Director of Communications 
Reports to: 

Executive Director
Classification: 

Full-Time (40 hours per week)
Benefits: 

As indicated in the Staff Handbook

Purpose:
The primary purpose of this position is to ensure that all internal and external communications strategically align with the mission, vision, and values of Springhill Church in a manner that is culturally fluent utilizing print, email, online, and app-based tactics. By executing a prayerful public relations strategy this role will inspire the church and outside community to follow Jesus Christ. 
Responsibilities:
A. Personal Christian Witness 

1. Desires that people experience the Good News of Jesus through all communications. 
2. Ensures communications are clear, accurate, and attractive to draw people to community and service.

3. Nurtures a personal relationship with God and maintains a teachable heart.
B. Print & Digital Communication 

· Weekly Bulletins: Produce and print weekly bulletins for Bozeman and Legacy sites. Verify sermon details and worship orders against Planning Center Online (PCO). Ensure announcements are appropriately communicated. 
· Electronic Newsletters: Create and deploy the weekly "Flash" and monthly ministry newsletters via MailChimp.

· Internal Publications: Oversee the semi-annual Springhill Connection magazine, managing content, deadlines, and printing logistics.

· Website & Social Media: Manage the church website (carousel, news updates, ministry pages, and forms) and supervise social media platforms (Facebook/ Instagram to provide updated information.

· Brand Management: Implement and maintain Springhill’s brand identity across all platforms, including in-house monitors and outside signage.

C. Sunday Announcements

· Scripting: Draft weekly announcement scripts for both sites; tailor formats (bullet points vs. narration) as needed. 
· Volunteer Coordination: Schedule and train announcement volunteers in PCO (e.g., coordinating with Legacy leads).

· Missions Moments: Partner with the Missions Team to coordinate "Missions Moments," including the integration of videos for partners as necessary. 
D. Visual Arts & Video Production

· Graphic Design: Utilizing Canva, and in-design, creating high-quality visuals for announcement slides, (1920x1080), and bulletins (940x788).

· Video & Photo: Oversee and coordinate photography and video support for church activities as needed. 

· Physical Spaces: Ensuring the appropriate use of all signage, including monthly announcements in the bathroom stalls, etc. 
E. Administration 

1. Financial Management: Manage the annual communications budget.

2. Other Duties as Assigned
Profile. The person who is best suited for this position will exhibit the following: 
· Education: 
· A Bachelor’s Degree in communications, marketing, writing, or a related field is preferred.

· Technical Proficiency: 
· A working knowledge of Canva, MailChimp, and Adobe InDesign.

· Ability to understand and utilize Planning Center Online (PCO) and Church Community Builder (CCB).

· Skilled in Google Docs, Calendar, AI, etc. for managing the weekly Communications Plan.

· Experience: Minimum of two years in a professional communications setting.

· Core Competencies:
· A joyful spirit and a team player, who can draw boundaries gracefully. 
· A results driven, multi-tasker with high attention to detail (proofreading/editing).

· Self-starter who is also able to be flexible with organizational seasons/ change. 


Review: Ministry will be reviewed on an annual basis.
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