Communications Coordinator
Part-Time: Approximately 15-20 Hours per Week
Reports to: Chief of Staff, Director of Communications

Position Summary
The Communications Coordinator helps John Wesley Methodist Church communicate clearly, consistently, and creatively so that people can connect with the life and mission of the church. This is an organizational position more than a content development position. 

This position coordinates the church’s communications, promotional materials, digital content, and communication systems while helping ministries effectively tell their stories and reach their intended audiences. The Communications Coordinator serves as a central point of coordination between ministry leaders, designers, vendors, volunteers, and communication platforms.

Primary Responsibilities

· Coordinate Church Communications — Manage the weekly rhythm of church communications, including eNews, website/app content, digital communications, printed materials, and other church-wide messaging.
· Manage Promotional Projects — Coordinate the development and delivery of graphics, flyers, signage, digital assets, and promotional materials for ministries, programs, and events.
· Maintain Communication Standards — Help ensure that church communications are clear, consistent, timely, and aligned with JW’s mission, vision, brand, and communication standards.
· Coordinate Communication Requests — Work with ministry leaders to prioritize requests, establish timelines, gather necessary information, and move projects from request to completion.
· Support Communication Strategy — Help implement the church’s overall communication strategy and identify opportunities to strengthen how JW communicates its story, ministries, and opportunities for involvement.
· Manage Communication Platforms — Help maintain accurate and current information across the church website, app, Realm calendar, email communications, and other communication channels.
· Coordinate Outside Resources — Work with designers, printers, vendors, volunteers, and other communication partners as needed to complete projects.

What Success Looks Like
The Communications Coordinator creates a communication environment where information is clear, timely, consistent, and easy to find; ministry leaders understand and follow established communication processes; projects are planned far enough in advance to achieve excellence; and JW’s communications consistently help people Connect, Grow, and Activate in the life and mission of the church.
