
 
 
 

JOB TITLE: 

STATUS:  

REPORTS TO:               

Communications, Scheduling, and Special Projects 

Full Time non-exempt 

Pastor and Business Manager                   
 

Position Summary:  
The Communications department will have the ability to develop in the bulletin, online, and 

Church media the content that draws from our church community, and gives readers an accurate 

sense of how the Lord is working in and around our church. Some writing will be factual and 

event-oriented, and other writings will be personal stories of our attendees. Creative writing 

skills are necessary, and a level of objectivity will be needed to appeal to both newcomers and 

longtime attendees in the church. People skills will also be helpful in this area. 

 

Stewardship: 

Living a life of stewardship by using the gifts God has entrusted to us to serve God and share His 

love with others. Use the resources, talents, monetary means and opportunities available in the 

world in a Christ-centered manner rather than a self-centered manner.  

 

This position is expected to uphold the highest degree of confidentiality pertaining to matters of 

Santiago de Compostela Catholic Church. 

  

Essential Job Functions: 

  

 Create weekly parish bulletin and upload it to LPi for printing 

 Meet deadlines for publications 

 Create guidelines and send reminders 

 Update the parish website, FB, Instagram, Youtube, and App 

 Upload bulletin and any information to the mass media 

 Create weekly PowerPoint announcements 

 Place announcements on media desktop for viewing 

 Upload any other videos to media desktop 

 Create prayers of the faithful and pulpit announcements 

 Send the prayers of the faithful and pulpit announcements for approval 

 Answer and respond to emails regarding bulletin articles and deadlines 

 Provide customer service over the phone to staff, parishioners or outside guests interested 

in our bulletin 

http://www.sdccatholic.org/


 Constant communication with staff to have their updated information in bulletin and on 

the website 

 Collaborate with staff and parishioners 

 Create flyers or any type of announcements for events 

 Create monthly schedules for ministries on PDS Scheduler 

 Maintain parishioners data on PDS 

 Exceptional ability to communicate and lead volunteers with enthusiasm and strong 

leadership skills 

 Developed ability to multi-task extensively, organize and prioritize workload 

 Maintain high degree of professionalism and maturity 

 Ability to act independently 

 Report to Pastor and Business Manager 

 Other duties as assigned 

 Update Parish Office forms (registration, anniversary blessings, etc.) 

 Presider calendar on MSP 

 Coordinate Mass of Remembrance or any other event delegated 

 Sacramental Lists for Faith Formation programs 

 Design Thank You, Birthday, Congrats Cards for Staff and Parishioners 

 Reception backup coverage 

 Other duties as assigned 

Required qualifications for this position includes: 

 Four (4) years of experience in Mass media/communications 

 Ministry Events 

 Non-profit organizations 

 Donor database systems 

 Microsoft Office software 

 Must be able to work occasionally evenings, weekends, and seasonal overtime for events 

 Exceptional organizational and Project Management skills 

 Outstanding verbal, written and presentation skills 

 Strategic and goal-oriented 

 Time management skills 

 Superior interpersonal skills related to staff, volunteers, and parishioners 

 Able to manage multiple projects and priorities 

 Work effectively in a team environment 

 Work and communicate effectively with diverse groups of people 

 Handle complex problems and seek solutions to challenges 

 Resolve conflicts effectively 

 Work independently 

 Exercise sound judgment 

 Maintain donor, parishioners, and employer confidentiality 

 



Preferred qualifications for this position include: 

 Strong understanding of Microsoft Office 

 Strong written and verbal communications skills 

 Technically proficient, excellent communicator  

 Fully bilingual (English-Spanish) required 

 Is a practicing Catholic in good standing 

 

Physical Demands:  

 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. While performing the duties of this Job, the employee is regularly required to sit; use 

hands to finger, handle, or feel and talk or hear. The employee is frequently required to reach 

with hands and arms. The employee is occasionally required to stand; walk; climb or balance; 

stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move up to 30 pounds 

and occasionally lift and/or move up to 40 pounds.  

 

Work Environment:  

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions.  

While performing the duties of this Job, the employee is occasionally exposed to outside weather 

conditions. The noise level in the work environment is usually moderate. 

 

 

This is a full time non-exempt position. Please send cover letter, resume, and references to our 

Business Manager Shirley Burgos at sburgos@sdccatholic.org. 

 
 


