
Communications Coordinator 
Job Description 

 
Christ United Methodist Church 
East Moline, Silvis, Carbon Cliff 

 
“Each employee receives a job description attached to his or her letter of employment.  
The job description defines the general duties, qualifications, and physical 
requirements for the position.  Job descriptions are reviewed and updated as needed 
and on a periodic basis.  Each employee must sign an acknowledgement that he or she 
has received a copy of the job description for his or her position.” 
   (Personnel Policy Handbook of Christ United Methodist Church) 

 
Each staff person should have a commitment to Jesus Christ with a willingness to grow and 
mature as a faithful follower of Jesus Christ and as a Christian leader to glorify God.  This 
includes a basic Biblical understanding and an acceptance of the beliefs of United 
Methodist Church. 
 

Reports to: This position will be supervised as administrative staff by the Executive 
Director, and reports to them. The Senior Pastor will be providing direction for the 
communications strategy, social media strategy, logo & branding, and design standards. 
 
 Job Purpose and Summary Statement of Duties: (Provided is a brief description of the general 

nature of this position, an overview of why the job exists, and what the job is to accomplish.  This should be no longer than four 
sentences). 

The Communications Coordinator facilitates all forms of communication between staff 
members, congregation and the community. The Communications Coordinator is also 
responsible for running the business of the church office at the Silvis campus and 
assisting staff members and ministry leaders with project management, communication, 
scheduling, and facilitation of church administration and ministry projects. 
 
Essential Duties and Responsibilities include: (Listed are the primary job duties and 

responsibilities with examples under each heading if needed.  Using headings and giving examples of the types of activities allows 
flexibility and encourages employees to seek what needs to be done).  

• Listed are three to eight primary duties and responsibilities in order of importance 

• Present tense action verbs are used 

• When needed, qualifiers clarify the task—where, when, why, or how often.  Example: Instead of   

      “Greet visitors” use “Greet visitors in a professional and friendly manner.” 

 
1. Manages communications in support of all Christ Church campuses & 

ministries 
-- Designs church publications 
-- Manages church websites and social media channels 
-- Supervises production of all print and electronic forms of communication 
including weekly bulletins, slides for worship services, periodic newsletters, 
midweek emails, etc. 

-- Coordinates volunteers and Administrative Assistant at East Moline 
campus to help in these areas 

-- Facilitates communication projects for staff and ministry leaders. 



 
2. Acts as administrative assistant and main point of contact for the 

Silvis Campus. 
--Answers phone and makes phone call as well as assists those who come to the 
office  
--Assists patrons with referrals to local agencies or ministries that may assist with 
physical, spiritual, mental and emotional needs.  
-- Coordinates church calendar and schedules events and room space 
--Regularly updates the calendar information for use in church communications 
-- Manages office supplies 
-- Directs work of custodians  
 

3. Assists Silvis Campus Pastor with special projects or assignments. 
-- Some responsibilities may be shared with the Administrative Assistant at East 
Moline campus and include: acts as main point of contact for pastor, responds to 
correspondence (email and mail) as directed, helps communicate with those 
involved in funeral/wedding/baptism needs, helps communicate with those 
inquiring for appointments with the pastor, etc. 
 
 

Qualifications including physical requirements: (Stated are the minimum 
qualifications required and necessary to successfully perform the job making sure that they comply with 
human rights legislation. Qualifications include education; specialized knowledge; skill set; abilities; 
experience; and other characteristics including personal characteristics). 

 
1. Christian faith and values that support CUMC’s mission of making disciples of 

Jesus Christ 
2. Passion for helping people communicate more effectively for the purpose of 

sharing the gospel and making disciples of Jesus Christ. 
3. An undergraduate degree in a communications area (e.g., English, 

communications, journalism, or electronic media) or relevant experience 
4. Compassion for those who need assistance 
5. Strong communication and people skills 
6. Proficiency in graphic design for church/organization publications 
7. Proficiency in desktop publishing 
8. Experience in designing website or social media content 
9. Experience in managing multiple communication channels 
10. Capability to work with Constant Contact 
11. Strong organizational skills for planning and managing to meet deadlines 
12. An eye for cultural and church trends impacting communications 
13. Flexibility, resourcefulness, and willingness to work in an ever-changing 

environment 
14. Capacity to engage and work with volunteers and other staff 
15. Ability to hold confidences 

 
 
Supervision responsibilities: (Persons who are supervised by this staff person). 

The Communications Coordinator will supervise the volunteers who help in the office.  



 
Coordination of responsibilities: Communications Coordinator takes work 
direction from the Senior Pastor on responsibilities related to communications strategy 
and branding; directly supports the Associate Pastor as needed; reports to the Executive 
Director; and coordinates with other administrative staff to align responsibilities needed 
for the church run efficiently. 
 
 
 
 
 
 
Approved by: ___SPRC_________________ 
Date approved: __May 22, 2021___________ 
Date Reviewed: ______________________ 
 

 
Other information about this position: 

 
• All staff will be supportive of the goals of Christ Church and the lead pastor. 

• All staff will have access to the Staff-Parish Relations Committee (SPRC) through an 

assigned member of the committee. 

• The Communications Ministry Coordinator may order supplies that fall within the 

budgeted amount. 

• The Communications Ministry Coordinator will submit to the financial secretary, by 

written expense voucher, expenses not to exceed budgeted amount. 

• The Communications Ministry Coordinator shall call upon church members and others 

to voluntarily assist in this ministry. 

• The Communications Ministry Coordinator will dress reasonably and in attire 

appropriate for the occasion or activity in which engaged as well as give 

leadership/oversight to other volunteers in acceptable dress.  

• All staff will be expected to engage in conduct, both on and off the job, in such a manner 

that will not reflect adversely upon the church. Serious misconduct of a nature what 

would tend to discredit the church could result in termination or other appropriate 

disciplinary actions outlined in the Employee Relations Handbook.  

• The Communications Ministry Coordinator shall review annually and abide by the 

written policies and procedures of Christ United Methodist Church as contained in the 

Employee Policy Handbook.  

• The Communications Ministry Coordinator will attend the weekly staff meetings.  

 
Hours of Work  
Core office hours are Tuesday through Thursday 9:00 a.m. to noon.  There will be needs at times 
to change up these hours.  Also, during busy times of the year, more hours may be required. 
Some project work may be done virtually. 
 



Supervision of the Position 
The Communications Coordinator shall be directed by the Executive Director  
 
Holidays and Vacation 
(See Employee Policy Handbook). 
 
Salary  
A salary review shall be conducted by the Executive Director and the SPRC on an annual basis.  
 
Resignation 
The Communications Coordinator, by accepting this staff position and with regards to its 
importance, shall, unless there are extenuating circumstances, agree to provide thirty (30) days 
prior written notice of his/her intended resignation. If possible, he/she will be expected to assist 
in the orientation and training of a replacement for this position.  
 
Termination 
The Communications Coordinator may be immediately terminated by the Lead Pastor and/or 
the SPRC for misappropriation of any money associated with worship budget, for 
insubordination to the lead pastor, and for failure to perform the duties as outlined by the job 
description and the Employee Policy Manual.  
 
Probationary Period of Employment 
All new and rehired employees work on a probationary basis for the first 90 calendar days after 
their date of hire. If the lead pastor and the SPRC determine that the designated 90 day period 
does not allow sufficient time to thoroughly evaluate the employee’s performance, the 
probationary period may be extended for another specified period.  
The 90 day period is intended to give new employees the opportunity to demonstrate the ability 
to achieve a satisfactory level of performance and to determine whether the new position meets 
their own expectations. The SPRC and the lead pastor will use this period to evaluate employee 
capabilities, work habits, and overall performance. At the end of the probationary period, the 
employee shall meet with the lead pastor who will make a recommendation to the SPRC relative 
to whether the employee should be retained. Either the employee or Christ United Methodist 
Church may end the employment at will at any time during the probationary period, with or 
without cause or advance notice.  
 
Background Investigation 
Prior to being accepted for employment at Christ United Methodist Church, the applicant shall 
be subjected to a background investigation to assist in determining suitability for employment. 
This pre-employment investigation may include checking with applicant’s previous employers, 
conducting criminal history checks, verifying educational and training claims, interviewing 
character references, etc. Intentional falsification of submitted information shall be sufficient 
grounds for rejection of application. Should falsification be discovered after the applicant is 
hired, such falsification shall be sufficient ground for immediate dismissal of employee.  

 
 

 

 


