
REDEEMER UNITED METHODIST CHURCH 
JOB DESCRIPTION 

 
 
 
TITLE: Digital Media/Communication Coordinator 
 
REPORTS TO: Senior Pastor/Business Administrator 
 
 
 
 
PRINCIPAL FUNCTION:   
 
This position works to tell the story of Redeemer, communicating its vision, values, and 
events by managing digital communications for the organization.     
 
ESSENTIAL CORE RESPONSIBILITIES: 
 

1. Create graphics for various events happening throughout the church, including 
weekly announcements, message series, and special events.  

2. Manage Redeemer’s social media accounts on Facebook and Instagram. Create 
content and interact with other ministry area pages. Promote and market the church. 

3. Web Master for Redeemer, keeping all things current on the website and mobile app 
so that information is easily accessible and well communicated. 

4. Prepare the Digital “E-news” for Redeemer, communicating events and happenings 
on a weekly basis to be sent to the congregation.  

5. Provide support for other ministries at the church by collaborating to take pictures 
and create videos to share their story (i.e. Kids Ministries, Youth Ministries, Outreach 
Ministries, etc.) 
 

COMMUNICATION:  
 

1. Ability to communicate, verbally and in writing, in a positive, consistent, and open 
manner with other staff, church members, volunteers, and visitors. 

2. Ability to create and maintain professional relationships outside the church.  
Supports the contributions of others, shares credit, and emphasizes team over self. 

3. Ability to maintain confidentiality in communications. Demonstrates caring respect 
for the dignity of all others. 

4. Communicates with individuals about issues as they arise, in a direct and timely 
manner. Competently communicates across gender, race, class, and cultural 
spectrums. 

 
 
 



SERVICE FOCUS: 
 

1. Promotes positive internal and external customer relations by actively seeking and 
being responsive to feedback. 

2. Ability to support and participate in continuous quality improvement activities. 
3. Makes sound decisions independently, with the scope of responsibility. 
4. Ability to build community in the workplace. 

 
CHARACTERISTICS: 

1. Self-motivated, diligent, and constantly thinking about the next step and opportunity. 
2. Uses good judgment in group dynamics and understands the impact of words and 

actions. 
3. Prompt, courteous, respectful, helpful, and appropriate. 
4. Demonstrates responsibility and uses accountable communication. 
5. Honest and adheres to moral and ethical principles; trustworthy. 
6. Ability to establish and maintain collaborative work relationships through technology 

and in person. 
7. Shares information necessary for team members to effectively plan, anticipate, and 

be proactive participants in the service provided. 
8. Discusses issues with input and compromises when necessary to reach team 

consensus. 
9. Participates in staff meetings, committees, educational activities, and special projects 

as needed. 
 
QUALIFICATIONS: 

1. Associate’s degree in Communications, Journalism, Advertising, or another related 
field; Bachelor’s degree is a plus. 

2. Experience with a camera and video equipment is essential.  
3. Experience with Adobe Creative Suite (Photoshop, InDesign) preferred. 
4. Microsoft Office Suite (Word, Excel, and Outlook) 
5. Strong background in social media platforms; such as Facebook, Twitter, Instagram, 

and YouTube. 
6. Creative and detail-orientated individual. 
7. Must be able to work occasional weekend or evening hours with advance notice 
8. Experience in a church environment 
9. Demonstrate knowledge of website mechanics and design.   

 
EMPLOYEE SIGNATURE:  _________________________________ DATE: _________ 
 
SUPERVISOR SIGNATURE: ________________________________ DATE: _________ 
 
This description is intended to describe the general nature and level of work being performed by people assigned to this 
classification. This is not intended to be construed as an exhaustive list of all responsibilities and competencies required of 
personnel so classified. Further, the description is not intended to limit or in any way modify the right of any supervisor to 
assign, direct, or control the work of employees under his/her supervision. 


