
  

Job Description 
Communications Director 
 
 
DATE:  November 2020 

REPORTS TO:   Executive Minister 

FLSA STATUS:  Full-time 
 
OVERALL RESPONSIBILITY 

The Communications Director will create, organize, plan and implement effective 
communications messages and strategies for both church and community audiences, based 
on the vision and priorities of Fremont and in collaboration with the Communication Team 
and the staff team. These responsibilities include unifying and aligning communications, 
partnering with ministries, meeting with ministry leaders and creating communications plans 
to mobilize their specific audiences, ensuring that high-quality and highest impact 
communications are created for both internal and external audiences, and establishing a 
strategy and communication plan that is essential for the growth, health, and development of 
the church. 
 
SPECIFIC RESPONSIBILITIES 

Collaboration 

• Collaborate with church staff and ministry leaders to develop communications 
processes and define priorities to create an environment in which messages can be 
communicated clearly, creatively and effectively to church-wide and specific 
audiences, as well as external audiences.  

• Collaborate with church staff and ministry leaders to support their communications 
needs and to organize and plan communications messages in a timely manner. 

• Collaborate with church staff and ministry leaders to develop strategy and messaging 
to enable Fremont to become more visible in the community and reach those not 
currently associated with the church  

• Educate staff members on communication/marketing issues and processes related to 
the church 
 

Leadership and Equipping 

• Cultivate, lead and manage a team of coordinators, assistants and volunteers to help 
implement communications strategies and tactics. The team responsibilities include: 

- Keeping social media and the website fresh and engaging 
- Networking with other church communication teams 
- Collecting and telling stories of life change 
- Photographing the ministry activities on Sundays, mission trips, VBS, etc. 
- Strategizing and planning communications/marketing for 6-12 months in advance 



  

Leadership and Equipping (cont.) 
- Graphic design and publication  
- Assisting with printing and production needs 
- Writing text for church communications and publication 
 

Program Management and Implementation 

• Carry out the day-to-day tasks of facilitating communications/marketing. 
• Develop and implement all major communications efforts 
• Develop and manage the church’s brand/identity 

• Create churchwide branding and style guidelines  
• Oversee graphic design and publication standards 
• Assess the types of communication that best meet the needs of the varying 

demographics of the congregation. 

• Standardize messaging across all platforms: online, print, and in person. 
• Oversee the maintenance and update of the website on a regular basis  
• Write and edit text for church communications and campaigns for use in various 

mediums and audiences 

• Collect stories of life-change within the church and develop ways to creatively 
communicate those stories via video, interviews, magazine, and other publications 

• Create campaigns to publicize Fremont’s activities in the community and to attract 
people to on-campus services and events 

• Establish communication plans for sensitive issues like crisis communications, staff 
changes, or deaths 

• Develop and facilitate ways that the church can see and celebrate the work God is doing 
• Develop and manage the annual budget for communications 

 
Strategy 

• Create, organize, plan and implement effective communications messages and 
strategies to church and community audiences that are consistent with the vision and 
priorities of the church. 

• Study the audiences the church is trying to reach, and use that knowledge to 
recommend and implement outreach strategies. 

• Facilitate proactive communications ideas, calendaring, and churchwide and ministry-
specific initiatives, with a goal of concise, clear and creativity in all communications. 

• Develop strategies to bridge the online to offline gap between all ministry initiatives.  
• To be the person who is always asking, “How can we make this experience better for 

existing Fremont attenders and those who have never been to church?” and “How can 
we actively partner with staff and volunteer ministry leaders to support their 
objectives?” 

• Engage in the mission and life of Fremont Presbyterian Church and source stories from 
Fremont members, leaders and friends that align with Fremont’s vision and mission 



  

COMMUNICATION 
• Meets regularly with the Communication Team 
• Meets regularly with the Executive Minister 
• Meets regularly with subordinates 
• Attends regular and called meetings with the Fremont Staff 
• Attends occasional Staff retreats and other leadership meetings   

 
 
DIRECT REPORTS 

Communications Coordinator 
Interns 
Volunteers 

 
 
QUALIFICATIONS 
 Strong and growing relationship with Jesus Christ, as Lord and Savior 
 Passion to see the Gospel communicated in such a way that people come to faith in 

Jesus Christ 
 Relational leader who is able to interact positively with a wide variety of personalities 
 Demonstrated ability to energize and motivate teams 
 Creative vision for effective communications, and initiative and energy to upgrade and 

improve all communication platforms 
 Organized multi-tasker 

 Strong writing, editing and proofreading skills. 
 Willingness to submit to and support the leadership of the Pastor/Head of Staff and the 

staff team 

 Bachelor’s degree or higher 
 Experience in marketing and public relations with at least 5 years of experience in a 

church or ministry-related communications position 
 Demonstrated experience in being the “eyes” for clear communication, brand presence 

and consistency 
 Demonstrated experience in collaborative supervision of subordinates 
 Current knowledge of creative communication and technological trends, as well as 

strategies to more effectively communicate with the community and church family 
 Experience in and general knowledge of graphic design software. 

 
 
EVALUATION 
This position is evaluated annually by the Executive Minister 


