
Christ The King Ministry and Media Coordinator Job Description 
 

Christ the King Lutheran Church is seeking an individual to work collaboratively in supporting core minis-
tries and media operations for the sake of engaging and mobilizing Christ the King as well as fostering mutual 
understanding, cohesiveness and connection within the congregation. 
 
The coordinator must be self-motivated, ethically integral, highly organized, technologically savvy and devot-
ed to love of God and neighbor. This role requires leadership and the ability to empower lay leaders and vol-
unteers as well as the discipline to manage tasks without necessarily doing even when urgent. This person 
must become familiar with the church’s membership and ministries. The M&M Coordinator prepares the 
church for service, keeps church members informed and facilitates participation and activity in the ministries 
of Christ the King. 
 
The Ministry and Media Coordinator is an ambassador of the mission, vision, and values of this congregation, 
is active in the worship life of this congregation and develops the ministry of the people in this congregation.  
 
General Task: The Ministry and Media Coordinator is responsible for Christ the King ministry support with 
an emphasis on developing processes for or actually administering communications, digital assets and volun-
teer management. 
 
Responsibilities: 
Communications (appr. 3 hours per week) 
Develop and maintain annual editorial calendar and content with the Pastor 
Manage Online Content (website, social media, blog) 
Prepare Quarterly Household Mailer 
Prepare Congregational Emails 
Publicity as needed such as signage, posters, postcard and public efforts 
 
Volunteer and Facilitator Management (5-8 hours per week) 
Create and/or assist in developing ministry infrastructure 
Recruit and schedule necessary volunteers and staff for worship, learning and other events 
Scheduling efforts and events including planning adequate lead time for necessary actions 
Work with ministry leaders to ensure communication with and scheduling of volunteers and staff (including 

but not necessarily limited to music staff, including pianists, choir directors, and accompanists and A/V 
staff including photographers, videographers, sound and projection technicians) 

Communicate all scheduling information to the Office Manager, Pastor and Ministry Coordinators 
 
Media Procurement, Creation and Deployment (appr. 5-8 hours per week)  
Gather photos, video and stories for use within Christ the King 
Produce or coordinate in-house production of 2-minute video clips featuring CtK congregants, events or is-

sues (minimum one per month) 
Assist with digital order of worship in Proclaim (Church Presentation Software) 
 
Administration (appr. 2 hours per week) 
Attend staff meeting 
Monthly report to congregational council 
Quarterly planning meetings and review 
Purchase resources and maintain the budget that supports the FACES of CtK ministry 
Other duties as assigned and as time allows 
 
Terms of Employment: 
Compensation is $12-15/hr DOE 
 
Accountability: 
The Ministry and Media Coordinator is accountable to the Pastor and Church Council  



 
Qualifications: 
Committed to Christian ministry 
Flexible schedule that can accommodate weekdays, evenings and weekends in rhythm with church-life and 

needs 
Willingness to own and lead a ministry with a heart for service 
Ability to work with many people who have varying levels of interest and ability 
Experience in communications 
Experience in or willingness to learn visual media including video production 
Basic understanding of IT, social media and internet-related issues 


