PACIFIC CROSSROADS CHURCH
LEADERSHIP POSITION DESCRIPTION

Position Title:

Communications Manager
Reports to:
Director of Communications
Date Prepared:
Revised April 2016
Principal Function

Pacific Crossroads Church is seeking an experienced project manager to support the Director of Communications with curating marketing and communications materials such as graphic design, copyediting, film, and photography, for live events and online platforms.
Specific Responsibilities

Project Management
· Partner with ministry teams to develop comprehensive communications plans for all short-term events and projects. Manage plans from start to finish, including development of plan, project management and execution, as well as measurement to determine success of each plan.
· Verify all external communications aligns with brand, vision and mission of the church.
Communication Tools

· Manage the Pacific Crossroads website, ensuring it is up to date at all times and all information is accurate.
· Oversee and manage all elements of the weekly blog, including content creation, procuring contributors, editing and publishing. 
· Manage the daily needs of all Pacific Crossroads social media accounts. 
· Manage all aspects of the weekly online newsletter (eNews), including editing, subscriptions, and publishing. 
· In conjunction with the Director of Communications, responsible for printed materials, including design, procurement and any necessary production, for ministry needs and requests.
Sunday Needs

· Prepare bulletins, connect cards, and other materials for Sundays. Coordinate alongside pastors, Worship Team, and Communications Director.
· Work alongside Worship Coordinator and Director of Communications to organize, prioritize and implement successful weekly Sunday announcements. 
Videography
· Coordinate video projects
· Communicate and coordinate production needs, scheduling, and concepts with independent contractors, including cinematographers, editors, sound designers, musicians, and screen & voice talent. Includes hiring independent contractors.
· Manage the overall video production timeline and coordinate all relevant meetings and communications.
Photography
· Coordinate photography for special photo projects/shoots and events.
· Be the photographer on site, as determined by the Director of Communications.
· Communicate with photographers regarding project vision, design, and processes. Includes hiring independent contractors.
· Coordinate photo shoots through communication, scheduling, locations, with photographer and subjects.
· Manage volunteer photography team
· Coordinate volunteer schedule, volunteer search, and communications with potential and committed volunteers.

· Edit photos on an as-needed basis.

Graphic Design & Writing
· Provide content proofing, editing, and writing, as needed.

· Assist with review and editing notes of marketing materials from designers.

· Provide design work for announcement slides.
Other Responsibilities

· Maintain a vital and growing personal walk with the Lord through committed Bible Study, prayer and meditation.

· Be a member of Pacific Crossroads Church, or plan to become one within 2 months of employment.
· Adhere to all policies as outlined in the Pacific Crossroads’ Employee Handbook.

Skills Required:
· 2-4 years of marketing or communications experience, ideally in a non-profit setting.
· Extensive experience working in Adobe Creative Suite, including Illustrator, InDesign, and Lightroom.
· Working knowledge of Sketch and ProPresenter desired, but not required.
· Thorough knowledge of print media.
· Experience with Wordpress page design and site management.
· Background with Google Analytics and Adwords.
· Facebook, Instagram and Twitter experience, Buffer and Hootsuite desired, but not required.
· Ability to manage volunteer teams and contractors.
· Experience managing multiple projects with tight deadlines.
· Working knowledge of Microsoft Office 360 Suite, including Microsoft Planner.
· Final Cut Pro X and Adobe Premier experience desired, but not required.
· Ability to write and edit copy, including weekly blogs, website content, and pastoral content.
· A great attitude and willing to go the extra mile to get things done.
· A passion for Christ and working to further His Kingdom in Los Angeles. 
· Be a member of Pacific Crossroads Church, or plan to become one within 2 months of employment.
To apply, please send a cover letter and resume to marie@pacificcrossroads.org.
