
PRLC Communications Specialist Job Description

About Phinney Ridge Lutheran Church (PRLC)
Serving Seattle since 1915, this thriving congregation of more than 200 households seeks to
engage with God’s love for the world through communal worship, spiritual formation, and acts of
justice and service. We are a multi-generational community, rooted in the Lutheran tradition and
with an ecumenical spirit. We are thankful for the melding of spiritual backgrounds that have
found a home with us.

Phinney Ridge Lutheran Church is a Reconciling in Christ congregation, which means we are
open and affirming of the LGBTQ+ community. PRLC does not discriminate on the basis of race,
color, national origin, citizenship status, gender expression, age, marital status, physical or
mental disability, sexual orientation, or veteran status.

Job Description
PRLC seeks a Communications Specialist for 30 hours per week, who is committed to working
alongside our staff and ministries to advance the congregation’s goals of providing worship and
formation for all ages, striving for justice, and serving our neighbors. The Communications
Specialist skillfully manages the scheduled tasks and the frequent interruptions, which can often
require immediate attention. They oversee communications from the church to the
congregation, including editing and formatting multiple publications. They work as a self-starter
and participate with a spirit of collaboration and caring among our staff, volunteers, and
members. This position would be best served by someone who has good attention to detail and
yet can also maintain a big picture outlook to be aware of what is coming. The Communications
Specialist will become an expert in organizing and accelerating the operations of a thriving
congregation. Recommended working hours are 9 AM-3:30 PM Monday-Friday, but there can
be some flexibility to accommodate needs.

Essential Duties
The Communications Specialist ensures that the work of administration and communication
runs smoothly to support the missional ministries and care of congregation and neighbors.

Your most important responsibilities will include:
Communication
-The Communications Specialist will prepare, print, and mail high-quality weekly worship
bulletins by Wednesday of each week. They will also be in charge of assembling and mailing the
monthly newsletter to all congregation members, along with any other necessary mailings.
- Be the first point-of-contact for those who call, email, and visit our office in person. This means
offering compassionate hospitality and learning how to direct members and guests in order to
have their needs met.
-Maintain and update the website weekly with the previous weeks’ sermons, as well as the
upcoming Sunday worship bulletin and any other necessary information. Organize and send
Wednesday and Sunday emails to congregation members, as well as compile and send
important documents before Congregational Meetings.



-Respond to voicemails and emails from congregation members in a prompt manner and inform
staff of these concerns in a timely manner.
-Attend weekly staff meetings and prepare a Communications Specialist report each week with
content needs and deadlines.
-Maintain files of all publications for archival purposes
-Oversee the compliance of copyright requirements

Support Operations
-Recruit and coordinate office volunteers based on the gifts they demonstrate.
-Anticipate orders for office supplies and materials. Maintain office orderliness and upkeep of
office technology.
-Staff and oversee office hospitality by answering phones and welcoming visitors. Coordinate
volunteers to assist with this role.

Technology
-Accurately maintain and update the database of members and visitors. Promptly update church
records following events like baptisms and deaths.

The Communications Specialist reports directly to the Parish Administrator, works closely with
the pastor(s), and oversees the office volunteers.

Desired Experience
The Communications Specialist will have demonstrated experience balancing regular ongoing
tasks with emergent needs. They will have a proven track record of being a team player, able to
jump in to support others, looking for opportunities to improve areas of responsibility, and
warmly welcoming the diversity of people who may walk through our doors. Editing experience
and experience with basic website content management are highly desirable. We seek a
Communications Specialist who has a history of or openness to practicing anti-bias learning and
equitably interacting with a diversity of people. They would also have a familiarity with the
liturgical calendar and practices.

Required Experience
3 years of directly related experience; OR, Any equivalent combination of education and/or
experience from which comparable knowledge, skills and abilities have been achieved.
Proficient in Microsoft Office Suite, navigating the internet, and database entry. Familiarity with
Publisher, Mailchimp, various social media platforms, etc., is desirable.

Compensation will be commensurate with experience, starting at $25 per hour with benefits. We
guarantee 30 hours per week, but will need additional hours during festival seasons and for
special projects (ie large mailings or annual publications), not to exceed 45 hours per week.



To apply for this position, please send your resume, cover letter, and three professional
references to prlcsearchcommittee@gmail.com. Please identify the position for which you are
applying in the subject line.


