
Real Life Community Church  
Job Description  

Job Summary:  

I. To support the mission of Real Life Community Church by developing and implementing design, 
maintenance and distribution of all marketing materials on social media, church website, church 
app and online calendar.  

II. Support church ministries Pastors/Leaders by connecting and coordinating volunteers, team 
communications, curriculum and individual team events on a full-time basis.  This person will 
help increase the capacity of each ministry to reach, train, and communicate with volunteers 
thereby allowing each minister/leader to focus on vision, care, and relationships, thus 
increasing the overall organization and impact of each ministry in the church.  Must have a 
heart of humility, grit, unity, and generosity. 

Primary Duties and Responsibilities:  

1. Maintain and update the following: Clover Sites, Clover Forms, IG, Twitter, Facebook, 
Subsplash App, and any other apps that RLCC uses. Updating each semester 

2. Flyers, handouts, event posters for church event communications to include but, not limited to 
create and communicate upcoming and online events, service announcements utilizing 
church website, social media, printed handouts and flyers for church event 
communications. Create graphics for scheduled events. 

3. Responsible for outgoing texts, schedule texts outgoing for ministries and volunteers as 
requested, times, groups, PCO 

a. Send notices for scheduling of VIP Team: Greeters, Ushers, Parking lot, Hospitality, 
Registration. 

b. Safety Team:  Pastoral Care, Parking Lot, Foyer 

4. Volunteer T-shirts orders. Designs will be provided by Pastor Aimee. 

Job Title: Ministries/Marketing Assistant Status: Full-Time

Department: Job Class: Professional

Reports to: Executive Assistant/Church 
Coordinator

Minister Designation: No

Work Week: Mon-Fri (with occasional 
weekend obligations but not 
often)

Driving: Yes



5. Marketing/Social Media 

a. Manage social media pages, including, but not limited to posting, sending reminders, 
and responding as needed to incoming messages. 

b. Advertise events on social media pages. 
c. Manage a photo library that our volunteer photographers produce and use in-house 

images in ad designs and posts as appropriate. 
d. Design Ads for online and in-service use through the use of Canva, Photoshop, or other 

online marketing design tools. 
  

6. Maintain online attendance, views, comments for both YouTube and Facebook services. 
7. Assist the Ministries Pastors/Leaders in oversight of individual ministries in the church, 

assisting with team communication and team assimilation/training.  
8. Oversee ministry team communication to include sending and receiving mail, emails, phone 

calls, promptly relaying messages to ministry pastors and leaders. 
9. Communicate calendar dates and events to ministry pastors/leaders in monthly updates and 

as needed, including holidays, pastoral duties and appointments. 
10.  Coordinate all phases of team meetings and events to include, food, documents, decorations, 

budget requests, entertainment, seating, etc, and assisting the executive assistant with church 
wide events as needed. 

11.  Organization, Planning, Preparation, Communication, Overview, Weekend Prep and Events to 
include: 

a. Oversee New Volunteer assimilation for Ministry Teams 
b. Assist registration for kids and youth camps and conventions   
c. Arrange for babysitters for any team events as needed 
d. Assist in Scheduling Volunteers for Ministry Teams as necessary 
e. Oversee supplies list for the individual ministries and order as needed. 
f. Prepare budget requests for events or expenses within ministry team as needed 
g. Maintain an orderly, clean office and filing system 
h. Other duties may be added as necessary.  This list is not limited.    

        
III. Staff Expectations:  

1. Active and personal relationship with Jesus Christ.  
2. Actively practices personal spiritual disciplines and leads with the values of humility, grit, and 

generosity, doing all things in love.  
3. Personally engaged with our mission, vision, and strategy.  
4. Attend Real Life Community Church and become a member.  
5. Partner with other departments to lead, promote, and/or implement ministry initiatives and 

events. 

IV. Minimum Qualifications:  
1. Current Texas driver’s license (Incumbents with out-of-state license must attain Texas 

license)  
2. High school diploma or GED equivalent. 
3. Associate degree or bachelor’s degree recommended. 
4. 2 years of clerical or administrative experience recommended. 



V. Knowledge and Abilities: 
1. Knowledge of God’s Word and Christian biblical foundation and principles.  
2. Knowledge in strategic thinking and planning. 
3. Knowledge of English grammar and vocabulary. 
4. Knowledge of Planning Center Online, ProPresenter, Mac, Office, Photoshop, and Google 

applications and equipment or the ability to train and learn quickly. 
5. Knowledge of principles of supervision, training, and performance management. 
6. Knowledge of relational intelligence, grace, and cross-cultural sensitivity.  
7. Ability to be empathetic and gracious in all interactions.  
8. Ability to display relational and emotional intelligence that builds trusted credibility.  
9. Ability to make wise decisions through the consistent display of integrity and discernment.  
10. Ability to establish and maintain healthy working relationships with staff, volunteers, 

members, and guests.  
11. Ability to work in a fluid and collaborative environment. 
12.Ability to consistently complete assigned tasks and work independently with excellence and 

limited supervision. 
13.Ability to perform all the intellectual and analytical requirements of the position including 

decision making.  
14.  Ability to communicate clearly, effectively, directly, kindly, and with empathy to staff, 

attendees, and the community, both verbally and in writing.  
15.  Able to work at a fast pace and stick to weekly deadlines. 
16.  A self-starter with an innovative approach to administration and a keen eye for detail. 
17.Exercise exceptional judgement in dealing with sensitive and personal issues. 
18.Must be comfortable working with technology and work with general data processing duties. 

Physical Requirements and Working Conditions:  
Occasional lifting/carrying up to 40 pounds; visual acuity, speech and hearing; hand and eye 
coordination and manual dexterity necessary to operate a computer keyboard and basic office 
equipment. Subject to sitting, standing, reaching, walking, twisting, and kneeling to perform the 
essential functions. Working conditions are primarily inside an office environment. 


