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 “To connect people in a growing, engaged, active 

     relationship with Jesus Christ.” 

Position: Director of Communications 
Reports To: Pastor, Staff Parish Relations Committee 
Classification: Part-Time (10-15 hours/week) 
Hourly Wage:  $20/hour     

Job Summary 
The Director of Communications works to help fulfill the mission of Shawnee United 
Methodist Church, “to connect people in a growing, engaged, active relationship with 
Jesus Christ.”  This role is responsible for leading internal and external communications, 
including livestreaming worship services.  The Director will also maintain the Church 
website.  The Director of Communications will report directly to the Pastor and Staff Parish 
Relations Committee. 

Essential Duties and Responsibilities 

• Maintain a high level of spiritual maturity. 

• Lead and direct the branding of worship media. 
➢ Oversee the creation of both promotional and sermon starter videos. 
➢ Update and maintain all slides to ensure consistent branding. 
➢ Maintain digital communications, specifically social media.  

• Lead internal communications. 
➢ Serve as central depot for all internal announcements. 
➢ Determine how best to announce each upcoming event or initiative to ensure 

efficient and effective promotion. 

• Demonstrate the ability to communicate effectively through both long-form and 
short-form mediums, create professional quality videos, and grow the current social 
media platform. 

• Lead an audit of each form of Church communication to ensure we are 
communicating as effectively as possible. 

• Lead streaming operations. 
➢ Monitor Sunday morning livestream during worship and serve as primary strategist 

and leader for continued streaming operations. 
➢ Investigate and implement streaming to nearby nursing facilities. 
➢ Facilitate streaming to hospitalized members and lead outreach to longtime 

homebound members to reconnect via livestream. 
➢ Increase interactivity of livestream (prayer requests, participation, etc.). 
➢ Set up livestreaming before worship each week (internal streaming, lighting, sound, 

Facebook Livestreaming, etc.). 

• Organize worship logistics: 
➢ Schedule worship teams and volunteers (Scripture Readers, Children’s Message 

Givers, Tech Team members). 
➢ Conduct scheduling at least three weeks in advance of each worship service; focus on 

integrating and training new leaders. 
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• Maintain the church website. 

• Lead One Annual Church goal as determined by Church Council and assigned by Pastor 
and Staff Parish Relations Committee. 

• Assist with workloads to accommodate yearly planning, vacations, illness, peak Church 
times (e.g., Christmas, Easter, etc.). 

• Other duties as assigned by Pastor and Staff Parish Relations Committee as needed. 

Transferable Skills 

• Be creative and organized. 

• Proficient in YouTube, Facebook/Facebook Livestream, Twitter, and Instagram. 

• Proficient knowledge of Mac and Windows. 

• Possess working knowledge of open broadcaster software (OBS), LINUX-based system 
(Raspberry Pi), Midas 32 and Soundcraft soundboards. 

• Possess working knowledge of ProPresenter, EasyWorship, Wordpress/Droople. 

• Ability to lead and work as a team player with staff and volunteers.  

• Be a self-starter, able to handle several projects at the same time, and perform well with 
minimal supervision.  

• Demonstrate ability to think independently and exercise sound judgment. 

• Effective written, oral, and presentation skills. 

• Professional manner and appearance. 

Qualifications 

• Two years of experience in the areas of social medial and website management. 

• Marketing experience is preferred. 

 


