
First United Church of Christ 

Job Description 

Job Title: Acting Director of Communications and Operations 

 

Purpose:  

The Acting Director of Communications and Operations, a non-member of the church, joins a staff team 

of seven people at First United Church of Christ. The church is currently clarifying its mission and 

purpose to meet a time of pastoral transition. As a community we live into this covenant: “We covenant 

together with God and one another, trusting in God’s continuing guidance, to seek to understand and do 

God’s will, to explore the mystery of Christ, and to witness to God’s reconciling love.” As a gathered 

body, we are being called to challenge ourselves and our ministry to practice this covenant more deeply, 

more widely, and more inclusively. 

  

In this context we are also being called to practice the courageous love and justice of Jesus. The Acting 

Director of Communications and Operations will be a vital staff member to get the word out in the 

community about our collective purpose as well as keep the church connected to each other as they 

engage in ministry.  

 

Position Summary: 

The Acting Director of Communications and Operations will work with the Senior Minister, staff, and 

church leadership, carrying out the strategy for all communications- including website, social media, 

public relations messages, and print collateral to consistently articulate the mission of First United 

Church of Christ. The Acting Director connects parties and provides the first impression of the generous 

welcome of First UCC. The Acting Director will also organize and coordinate operations and procedures 

to ensure administrative effectiveness and efficiency in the ministry of the church. The Acting Director is 

a direct report to the Senior Minister. 

  

Responsibilities: 

· Curate and maintain content for social media platforms, website, and print materials. 

  

 · Coordinate and oversee the Zoom/Livestream ministry, including pre-production of content and 

managing broadcast of worship (this will necessitate working on Sundays).  

 

· Create a twice-weekly e-newsletter as well as special email communications when needed. 

 

· Maintain the membership database including the recording of donations, reimbursements, contact 

changes, records of baptisms, memberships, marriages, and deaths. 

  

· Prepare and upload worship bulletins for Sunday and special services. 

  

· Assist in the creation and mailing of congregation-wide and targeted specific mailings as well as 

administrative communication. 



  

· Perform administrative functions that ensure effective daily operations including email, reception, and 

various office tasks like mail opening, filing, ordering supplies, telephone coverage, etc. 

  

· Perform administrative tasks, as needed for lay leadership. This position will provide some dedicated 

support to the Treasurer in the execution of their duties. 

  

· Participate in staff meetings. 

  

· Other duties as assigned. 

 

Qualifications: 

· Proficient computer skills, including, but not limited to, the use of Google, Mail Chimp, Apple IOS, 

Microsoft products, Word Press (subject to change). 

 

·  Skill in graphic and web design for print and digital media. 

 

· Proficient skill in simple audio and video production.  Knowledge and competence in use of social 

media platforms.  

 

· Excellent writing, editing, and verbal communication skills. 

  

· Self-starter, able to work independently, ability to prioritize work. 

  

· Patient, good-natured, good with people, friendly. 

  

· Excellent time management skills, and entrepreneurial mindset; enjoys creating and implementing new 

initiatives. 

  

· Understanding of the nature of the church’s work and mission, and willingness to work with others 

toward those goals. 

  

· Ability to maintain confidentiality, to work effectively with all types of personalities, be responsive to 

the needs of volunteers, and collaborate well with other church staff and members. 

  

  

Work Schedule:   

This is a part-time position at 30 hours/week, inclusive of Sunday mornings.  With transition underway 

at the church, this position is new and will be reviewed upon the arrival of a new Senior Minister.  

Benefits- Annuity and PTO. 

 



To Apply – Do not send a resumé. We will ask for a resumé at a later point in the process. Please send a 

response to the three questions below to pastorwendy@firstucc.org  

• Describe the best working relationship of which you have been a part. What made it such a 

good relationship; why was it so effective? What gifts did you bring; and what were the gifts 

the other person brought that you most valued? 

• What personal qualities and experiences do you bring that will make you an excellent 

candidate for this position? Please be as specific as you can. 

• Describe a time at work when it was necessary for other people to place complete trust in 

you. How did you fulfill that trust? 
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