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	                                                     JOB DESCRIPTION
	

	Name:

	Position/Title: Marketing & Communications Coordinator


	Department: Communications
  
	Reports To: Director of Pastoral Ministries 


	Weekly Work Schedule: Flexible (regularly attends parish events outside of normal business hours to develop content)

	Work Schedule Comments: Task-driven ministry style / working to get time sensitive and necessary tasks completed                           

If variable please attach explanation.                                                               

	Hours/Week: 40+ hrs

Base Pay: Salary

	FSLA Status:
 N/A


General Summary of the Position

Prince of Peace is seeking a dynamic disciple who has a passion for storytelling and bringing others to Christ through art and beauty. This individual will report directly to the Director of Pastoral Ministries and will work with the entire staff to promote events and create content. We are looking for a self-starter who is comfortable working in a team environment and interacting with many different groups. This individual will be responsible for fulfilling a wide range of marketing and communications needs, including relationship building, social media and event event management, writing, and general administrative departmental support. This position requires the person to be/become an entrenched member of the parish in order to capture important moments in the lives of parishioners. 

Detail Essential Duties and Responsibilities of the Position

Develop and achieve Key Performance Indicators for the following areas:

· Website and SEO

· Social Media

· Content and engagement

· Content Creation

· Video, photo, graphics, writing

· Content calendar

· Collecting images and data from events for promotion

· Branding

· Physical and digital

· Brand guidelines

· Communications

· Weekly bulletins and e-newsletters
· Events: Attending and planning major parish events and meetings (including those during non-business hours)

· Other duties, as assigned by Director of Pastoral Ministries

Position Requirements

· Knowledge, Skills and Abilities:
In addition to the qualifications necessary to fulfill the Responsibilities above, this person should be

· A dynamic, knowledgeable, and practicing Catholic in good standing

· Able to work flexible hours, including evenings and weekends

· Able to produce compelling content (photo, video, graphics, writing) using Adobe CC (Photoshop, Illustrator, InDesign, etc.) and Microsoft Office

· Competent in Google Analytics and SEO optimization

· Organized, creative, and proactive

· Familiar with marketing and communications principles

· Education and Experience:

· Bachelor's degree in Business, Marketing, Communication, or related field preferred, but must be open to professional growth

· 1-2 years of relevant professional experience preferred

· Ministry experience is preferred

· Special Requirements:

· Must attend mandatory parish staff meetings and diocesan functions

· Must uphold and adhere to the guidelines and policies of the Diocese of Dallas

