Communications and Administrative Associate

Hibernia Baptist Church is a church that leads others to know and follow Jesus in Northeast Florida. Come join an enthusiastic team who loves serving the Lord while building His Kingdom!

Position Overview:
The Communications Associate supports the church’s weekly communications, digital media, worship services, website, and administrative needs. This position works closely with church staff and ministry leaders to ensure information is communicated clearly, accurately, and consistently across all platforms.

Reports Directly to:
Director of Engagement

Prerequisites:
· Affirm the Hibernia Baptist Church statements of belief and practices as codified in our organizational bylaws and detailed in the Baptist Faith and Message 2000.
· Ability to meet the requirements for membership at Hibernia Baptist Church.
· Active and growing relationship with Jesus Christ with a call to ministry.
· Maintain a high standard of excellence and moral character.
· Professional and positive demeanor.
· Excellent attendance and dependability.
· Strong written and verbal communication skills.
· Ability to multi-task and manage recurring weekly deadlines.
· Excellent organizational skills and attention to detail.
· Experience with or ability to learn Canva, Adobe Photoshop, Affinity, ProPresenter, Planning Center, Mailchimp, Subsplash, YouTube, and Vimeo.
· Proficient in Microsoft Office Suite.

General Responsibilities:
· Prepare and distribute weekly Bible Study Group announcements.
· Prepare and coordinate weekly Listening Guides for printing.
· Create sermon slides for Sunday and Wednesday services and upload them into ProPresenter.
· Edit and publish sermon video and audio content to YouTube and Planning Center.
· Maintain and update the church website.
· Review the church website, bulletin, and calendar regularly to ensure dates, graphics, descriptions, and ministry information are accurate and up to date.
· Create and distribute the church’s monthly email newsletter.
· Assist with creating and editing graphics using Canva, Photoshop, Affinity, and other design programs.
· Coordinate communication and design projects with our vendors, including submitting project requests and providing edits and feedback.
· Communicate with outside vendors
· Attend weekly worship service planning meetings and assist with communication needs for upcoming worship services. 
· Provide scheduled front desk coverage, including answering phones, greeting guests, receiving deliveries, and assisting with administrative tasks.
· Assist with printing and distributing materials for various ministry areas.
· Collect staff receipts and assist with monthly credit card reconciliation.
· Support additional church communication and administrative needs as assigned.

Hours and Compensation:
· Part-time position with flexible hours.
· Compensation based on experience and qualifications.

How to Apply:
Interested candidates should submit their resume, a cover letter detailing their experience and interest in the role, and examples of previous communication or creative work to brooket@hiberniabaptist.com.

