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PUBLICATIONS COORDINATOR 
JOB DESCRIPTION 

 

POSITION TITLE: Publications Coordinator 

LOCATION:  Trinity United Methodist Church 
   511 N. Elm Street, Grand Island, NE 

DATE:   April 11, 2018 

REPORTS TO:             Trinity Head Pastor 

FLSA:   Exempt (40 hours/week) 
 

 

POSITION PURPOSE:  
 
The primary task is to support the work and ministry of Trinity United Methodist Church in  
Grand Island, Nebraska, and the clergy appointed to it.      
 

 

POSITION RESPONSIBILITIES:   
 

1. This position will be responsible for all print publications for Trinity United Methodist 
Church. Specific publications duties include but are not limited to: 

a. Monthly newsletters – collecting articles from committees, creative design, editing, 
writing articles, printing, and circulation (sorting & delivering bulk mailings to the US 
Post Office with prepared mailing statements).  

b. Create weekly worship service bulletins for Trinity – design, plug in information 
from pastors’ orders of worship, proofread & print; communication with lay and 
clergy worship leaders, oversee the folding of all bulletins.  

c. Create promotional print materials for Trinity United Methodist Church for special 
events and services (as needed). 

d. Assists Trinity UMC staff/groups with print materials (yearly booklets, informational 
cards, tickets to events, etc.). 

e. Remain consistent with branding and design for Trinity (color palette, font, and 
design specifications, logo, etc.). 

 
2. This position will be responsible for all digital publications for Trinity United Methodist 

Church. Specific publications duties include but are not limited to: 
a. Prepare weekly worship & announcement slideshows for Trinity church services 

with PowerPoint. 
b. Weekly media updates (Trinity website, Facebook and Twitter), routine management, 

soliciting information, and WordPress website design.  
c. Ability to learn and use MePro software for digital display sign outside of the church. 
d. Coordination of publications with outside media sources (e.g., newspaper, radio, TV, 

and denominational sources) as needed. 
e. Assist all Trinity UMC ministry staff in creating media for in-house and on-line that 

demonstrates what Trinity UMC is doing locally and globally. 
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f. Create short videos for worship, the web site, special projects, ministry moments, 
campaigns, promotions—following guidelines for content, intention, and length. 

g. Photographing/videoing special family/youth, mission or church events. 
 

3. This position will be responsible for communication with pastoral staff, worship helpers, 
organists, lay readers, etc. This can include emailing, phone calls and/or making sign-up 
sheets. 
 

4. Learn membership directory management including attendance input into Church Windows, 
reporting on weekly worship guests, and guest communication, adding and removing 
members.  
 

5. This position will also be responsible for the annual publication of the Trinity Church 
Conference materials and collaborating with the Office Manager on year-end reports. 
 

6. This position will be located in the Trinity United Methodist Church office.  
a. Responsible for greeting visitors, guests, and members as they enter the office, 

answering phones, email communication. Covering the office when other 
Administrative staff are on lunch. The Trinity Office Manager will assist in these duties.  
 

7. Responsible for communicating with & hosting volunteers for monthly mailing and folding 
of the monthly newsletter, weekly bulletin folding, and other mailings as needed.   
 

8. Responsible for attending weekly staff meetings; and for setting up Publication meetings 
with pastoral staff (as needed). This position may also be required to attend other 
appropriate day or evening meetings/events as needed for the position. 
 

9. Responsible for handling other reasonable requests and general duties as assigned by the 
Pastoral staff. 

 

 

ORGANIZATION:   
 
This position reports to the senior pastor and works closely with the office manager.  
 

 

KNOWLEDGE, EXPERIENCE AND SKILLS:   
 

1. Faith background with a church involvement is desired. 
2. Exhibits effective and clear written and oral communication skills.   
3. Creative, organized individual with strong computer skills, and experience in computer 

publishing and design.   
4. Strong copy editing, writing and journalism skills and the ability to organize details into 

stories, articles, and announcements. 
5. Proficiency in word processing and publishing programs, including Word, Publisher and 

Excel. 
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6. Proficiency in projection and presentation software, such as Microsoft Power Point strongly 
desired.   

7. Proficiency in video production skills and digital cameras.   
8. Proficiency in digital communications media including but not limited to WordPress blogs, 

Facebook, and Twitter. 
9. Ability to respond to requests and responsibilities in a timely and courteous manner while 

completing work with a high level of accuracy. 
10. Ability to manage multiple tasks efficiently. 
11.  Ability to effectively work well with others as part of a team. 
12. Ability to greet people who come into the office and communicate on the phone in a 

pleasant and positive manner. 
13. Flexibility 
14. Ability to maintain confidentiality is an absolute necessity. 
15. Bachelor’s degree desirable, but not required. 

 

 

OTHER PERTINENT INFORMATION:   
 

• The successful candidate must exhibit courtesy and cooperation at all times with members 
and guests of the congregation, staff, and the general public.  

• An individual with a strong creative and computer skills background will be necessary to be 
successful in this position.  

• Please note the primary schedule of this position will follow the normal office hours of the 
Trinity church, however, early morning, evening, or weekend hours may be required.  

 
 
 
 
 
This position can begin May 1, or sooner for training with the current Coordinator.  
 
Please email resumes to Kate Laing at publications@trinityumcgi.org. Feel free to also email or call 
with any questions regarding the position. Our church's phone number is 308-382-1752. We look 
forward to hearing from you! 


