Communications Ministry Assistant

First Baptist Church, McKinney, Texas

Position Description

January 2010
Job Title:
Communication Ministry Assistant

Summary:
Help assist the Minister of Communications in the areas of publications, webpage, and technical arts.

Work Performed:
Administrative

· Schedule appointments, video shoots and interviews for Minister of Communications.

· Manage, prioritize and schedule all communication projects for Minister of Communication and Graphics Specialist. Update Communication Ministry calendar.

· Manage Communications budget – process purchase orders, check requests, American Express receipts, and deposits; maintain budget spreadsheet; assist with budget planning

· Collect and edit information for weekly bulletin and/or newsletter.

· Collect, edit, print weekly newsletter and e-newsletter.

· Coordinate the scheduling of bulletin inserts, posters and other all-church communications.

· Order stationery for church office as requested.

· Answer phone calls & emails.

· Operate all office equipment as needed: copier, Gestetner, folder, fax, etc.

· Order office supplies as needed.

· Maintain archives of Communication pieces, both hard copies and electronic files.

· Send out monthly bulk mailings to church members and prospective members.

· Schedule air for in-house Communications events.

· Other duties as assigned.

Technical Arts

· Help manage and communicate with volunteers involved in the Communication Ministry.

· Provide support to the PowerPoint team – maintain schedule; provide logos, announcement slides, etc.

· Schedule Web Streaming of events.
Visual Arts

· Proof and edit all publications.

· Assist in the overall maintenance and upkeep of the signage throughout the church.

Qualifications:

Very organized and neat; good office and people skills; computer literate – especially in Word, Excel and Outlook; able to take initiative and make decisions when necessary. Knowledge of social media, desktop publishing, Adobe software products, and Quark a plus.

Job Relationships:

Supervised by: Minister of Communications

