
 

 
 

 

Job Description 
Position Title: Communications Coordinator      Department: Media and Creative Arts 
Reports To: Creative Arts Director   Status: Full Time  
Revised: 12-8-2021    

Primary Purpose 
The primary purpose of the Communications Coordinator will utilize a defined communications strategy, 

create cohesive and engaging internal and external communications (advertisements, posts, print, weekly 

email, website info, etc.) that points people to Jesus and His Church. Make Stonehill Church’s communication 

cohesive across social media platforms, website, app, other digital and physical platforms.  
 

Position Requirements  
§ You’re passionate about the Gospel and Jesus. 
§ Ability to schedule and block time to manage task and online platforms.  
§ You are active in our local church at Stonehill. You believe the church is God's plan for 

bringing hope to the world. 
§ Coachable with the ability to take direction/constructive criticism well. 
§ Able to work independently, as well as with a team. 
§ Proficient in appropriate computer programs for this position. 	
§ Normal work hours are Sunday through Thursday. 

 

Specific List of Responsibilities  
 

Social Media  
§ Minimum of 6-12 relevant and engaging post weekly per platform. (Instagram, Facebook, 

etc.) 
§ Design scroll-stopping posts to sustain curiosity & engagement. 
§ Create a social media schedule and maintain a one-week buffer of content.  
§ Promote content through social advertising. 
§ Monitor reviews, posts, and comments, responding quickly with grace-filled replies.  
§ Use social media to attract new visitors from various demographics. 



§ Ongoing learning and growth on how to use social media for the church world. Constantly be 
researching and studying what other “successful” churches are doing with social media and 
integrate those ideas and concepts to help Stonehill.   

Graphics 
§ Maintain and improve a coherent, recognizable brand (colors, moods, etc)  
§ Oversight, creation, and implementation of all engaging and excellent graphics being used in 

all Stonehill publications.  This includes but not limited to: 

§ Sermon Series 
§ Mailchimp graphics 
§ Events/Activities 
§ Website/App/Social Media Graphics 
§ Merchandise (swag, merch, etc.) 
§ Signage for ministry 
§ Media for Sunday (sermons, etc.) 
§ Sunday Handouts 

 

Photography 
§ Capture photo content during Sunday services & events for recap stories, videos, and posts. 
§ Utilize a team to help capture engaging photos.  
§ Help aid in video content from time to time when needed.  

 

Oversight of Platforms 
Website and App Creation and Updating 

§  Oversite of graphics and content for website and app from creation to weekly updates.  
§ Research and learn how to best optimize SEO for our website.  	
§ Manage Google Ads campaigns and use effective keywords to coincide throughout the 

varying seasons of ministry.  
 

Online Metrics 
• Have an engagement and growth strategy, analyzing and tracking all key metrics. 

 
Education and Experience 

• College Degree in communications graphic design marketing or related field preferred.	
• 2+ years in related field preferred.  

 



Other 
§ Depending on the employee’s skill set and hours of availability left over from digital 

communication, they might oversee or help with other ministry tasks assigned. This will be 
determined after the interview process and will be agreed upon by the employee and 
employer.   

 
STONEHILL’S PARTNERSHIP PATHWAY 

Staff Team Members have an expectation of upholding the Partnership Pathway of Stonehill. 
 
Gather- Each Staff Team member needs to be committed to being at Sunday services on a regular basis.  Our 
Community Groups are an integral part of our church so it is vital to be part of a Community group.  
 
Grow- It is hard to lead somewhere you have never been.  It is critical that Staff Team Members are personal 
growing in their walk with Christ.  This should include daily Bible Study and Prayer.  
 
Give- Each Staff Team Member should give of their Time, Treasure, and Talents. A staff team member should 
serve in some ministry at Stonehill as well as committed to giving their tithes to Stonehill (10%) and offering.   
 
Go- This can look different, but a Staff Team Member is going by serving in and out of Stonehill, (local 
community) by creating discipleship relationships where you are pouring spiritually into others. 
 

*This job description includes the essential functions of the job that an incumbent must be able to perform with or without reasonable accommodation. 

This document does not create an employment contract, implied or otherwise.  The organization maintains “at will” employment. This job description is 

subject to review and may be revised or updated at management’s discretion. 

 


