
Westminster Presbyterian Church                   
Sacramento, California     

Job Description                                                                      

Communications Coordinator  

Overview of Position 

This position is responsible for coordinating all forms of communication for Westminster 

Presbyterian Church both internally and externally, (i.e. with its membership and friends, the 

local community which it serves, and the broader community as well.)  Our goal is to present a 

uniform, contextually pleasing and concise, flow of information through a variety of media to 

make known to these constituent audiences what God is calling this body of believers to be and 

do, to be of service to the building of God’s Kingdom in this time and place. 

General Working 

Reports to:    Office & Facilities Administrator 

Status:  Part Time (20 hours per week) 

Benefits:  prorated vacation, sick leave and holiday pay, healthcare including  

   medical, dental, vision (including life insurance and EAP) 

Major Responsibilities:                                                                                           
Maintains a courteous, Christ-like and respectful attitude with people both within and outside of 
the church.  
 
Newsletter                                                                                                                                           

1.) Produce and disseminate, on a monthly basis, in both electronic and printed form,  
a regular church newsletter. 

2.) Working with both the Membership Coordinator, the Communications Task Force 
of the Membership Ministry Team, and the chairs of the various Ministry Teams, 
ensure that content is informative and entertaining and that recipient contact 
information is up-to-date. 

Website/Social Media 
1.) Maintain a current, esthetically pleasing and informative website. 
2.) Working with the web-design consultant, ensure friendly user interaction and  
  provide informal training and information for those members not comfortable  
  navigating the web.       . 
3.) Post weekly calendar of coming events to website 
4.)        Act as administrator for Westminster’s Facebook page. 
5.)        Track and report website usage 
6.)        Administer the updating/maintaining of the Social Media identity of Westminster 

Email 
        1.)         Working with the Membership Coordinator, maintain an accurate, up-to- 

            date list of member email addresses and promote electronic distribution of  
            Newsletter.                                                                                             



 
Sunday Bulletin 

1.)    Working with Pastoral Staff, ensure that the Sunday Bulletin (for each    
                   service) is formatted, printed, and available in sufficient quantities no later than  
                   Friday of each week 

2.)    Working with Pastoral Staff, ensure availability of worship bulletins for    
                   special services 
Wall Space 

1.)     Working with Ministry Team Chairs and with Arts & Environment sub- 
            committee of the Administration Ministry Team, ensure that assigned      
            bulletin boards as well as other wall space is used properly and maintained    
            in an esthetically pleasing manner.                            

Advertising & Promotion 
1.)      Build and maintain contacts with various media outlets to ensure that  

       Westminster’s needs are being met in a timely and cost effective manner. 
2.)       Design media advertising campaigns.  
 

 
As a member of the Office Staff, incumbent may on occasion be asked to fill in 
and perform other general office tasks as required by supervisor. 
 

 

Knowledge, Skills and Abilities: 
 Excellent writing skills 
 Extensive knowledge of marketing and media 
 Working knowledge of Microsoft Office suite including Word, Excel, Publisher     
             and Outlook 
 Social Media: familiar with and able to successfully navigate in Facebook,     
            Twitter, Pinterest, etc. 
 Understanding of databases and data management including security and  
             privacy controls 
 Local Area Networking, including wireless protocols to assist in protecting church  
             assets as well as providing controlled wireless access to visitors, members and       
             friends of the church  
 Photography skills a plus 
 Familiarity with Gmail, Google apps and other web applications a plus 

  
Work Environment: 
 Work is primarily performed in the office, however due to technology; some work  may 
 be accomplished from home with approval of supervisor. Incumbent must be able to 
 climb stairs, lift small packages, work collegially with others. 
 

Requirements: 
 Minimum Bachelor’s Degree in Marketing or Communications.  Journalism background a 
 plus;  A friendly and welcoming communication style will reflect the work output required 
 in this position 


