
THE NATIONAL PRESBYTERIAN CHURCH

COMMUNICATIONS MANAGER
POSITION DESCRIPTION
This is a full-time position on the Management Staff of The National Presbyterian Church (NPC).  The Communications Manager is responsible for the positioning of NPC among external groups and communities as well as internal constituencies using a variety of communication tools (Internet, mailings, publications, exhibits, etc.)  This position works under the direct supervision of the Church Administrative Officer and serves as a staff resource to the Session's Communications Committee.

MAJOR RESPONSIBILITIES
A. Supports worship services and activities through communication.
B. Design, maintain, and manage the church’s web site.  
C. Plan and produce the periodic news and information product intended for congregation distribution.

D. Create and maintain an email database. Gather information on news, upcoming events, and special communications issues and prepare periodic broadcast email to subscribers in that database. 
E. Design, prepare, and manage a wide range of communication efforts directed to external and internal groups.
MAJOR DUTIES
A. Worship – Supports the development and production of worship bulletins (for Sundays and special observances).

B. Worship – Produces street posters and newspaper advertising for worship services.
C. Internet (Web Site and Social Media) – Working with appropriate resources, design and maintain a high quality, information web site for the church with appropriate tools and resources for users. Work with staff and volunteers in each ministry area to ensure each ministry is well represented on the web site.

D. Regular and Special Publications – Working with staff, volunteer editors, writers, and photographers, plan and produce the periodic news and information product to inform the congregation of church activities, events, and stories. Gather all copy material, edit or rewrite copy, prepare captions, ads, filler copy, etc. for the final manuscript. Plan the design with graphic designers or other resources and oversee layout. Oversee proofreading of the product and provide final manuscript to printer or prepare final manuscript to printer or prepare final manuscript for electronic publication.
E. External Outreach – Manage media relations and communications for community events.  Prepare special direct mail efforts (postcards) such as for Advent and Lent.
F. Internal Communications – Gather information on news, upcoming events and activities, startup of classes and other programs and prepare concise summation messages to be sent on a regular, periodic basis to a database of subscribers.  Maintain the database of email subscribers.  Manage the message and production related to the electronic kiosk.
G. Broadcast Email – Using worship bulletin and other information, develops and manages the distribution of NPC’s Broadcast Email.

H. Collaborate with staff and ministries in support of their communication needs including stewardship materials, annual reports, and related needs.
I. Develop and maintain consistent corporate identity standards for all communications, campus signage, and other visual forms.
J. Attend and serve as staff resource to the Communications Committee.

K. Manage communications budget line items in coordination with the Communications Committee.

L. Attend / participate in staff meetings.

QUALIFICATIONS
A. A mature, personal relationship with Jesus Christ, showing continuing spiritual growth, moral and emotional strength, obedience to Biblical principles, and a demonstrated love for the Church of Jesus Christ.

B. Ability to subscribe and adhere to the Church’s Biblical Standards for Christian Leaders.

C. Demonstrated ability to relate to people of all ages and to maintain a friendly, composed demeanor in all personal and telephone contacts.

D. Demonstrated ability to work creatively, cooperatively, and collegially with pastors, staff, parishioners, volunteers, and the general public.
E. Strong skills in listening and written and oral communication, and the ability to read, write, and speak well in English.

F. Well versed in social media and communication tools of the 21st century.

G. Ability to manage multiple tasks simultaneously and effectively manage deadlines.

H. Ability to work independently, with minimal supervision.

I. At least a Bachelor’s degree in communications, journalism, or a related field of study from a four-year college or university.
J. Ability to pass background screening checks to the Church’s satisfaction.
K. The physical demands described here are representative of those that must be met by an employee to perform successfully the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this position, the employee is regularly required to sit and talk or hear.  The employee is frequently required to climb stairs and to reach with hands and arms and stoop, kneel, or crouch.  The employee is occasionally required to stand and walk.  The employee is occasionally required to carry documents or items from one building to another on the grounds of the Church.  The employee must regularly lift and/or move up to 10 pounds.
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