
 

Marketing & Community Relations Position 

Central United Methodist Church 

 

Ministry Purpose: Create and publish internal and external communication materials relating to the development of 

the total church program for the purpose of attracting new members and keeping current members informed and 
energized about God’s work in us, in our community and in the world. 

Qualifications: 

 Commitment to Christian living. 

 Strong organization and communication skills. 

 Detail oriented. 

 Ability to multi-task. 

 Creative with strong command of written language. 

 Self- directed with ability to take initiative to support existing and create new marketing avenues. 

 Proficient in MS Office Suite, Adobe Suite (InDesign, Photoshop, Dreamweaver), email, Facebook, 
Instagram, Twitter, YouTube, Community Access Cable, Facebook Boosts and Google AdWords. 
Willingness and ability to learn new programs, ie. Easy Worship and new social media platforms. 

 Knowledge of HTML, plus ability to navigate other website software applications; knowledge of Website 
maintenance and design. 

 Previous marketing experience required. 

 Ability to work with and collaborate with others. 

 Willingness to submit to background check and completion of all required forms for child/youth protection 
policy. 

 A mandatory background check will be performed every 2 years. 

 Additional or diminished responsibilities as determined by Staff Parish Relations Committee or Senior Pastor. 
 

Responsibilities: 

Website 

 Editing and creating content on the various pages of the website. 

 Sermons and Special Music from services require audio editing. 

 Creation and upload various file, documents, picture, audio, video, etc. as needed. 

 Worship Projection 

 Create slides for hymns, prayers, etc. for services. 

 Create/edit announcement slides for services. 
 

Newsletter 

 Create and edit the bi-weekly newsletter: 

 organize, edit and layout articles. 

 create and post calendars. 

 finding and editing pictures. 

 send thank you notes. 

 post address changes. 

 On the non- Chimes weeks, create an e-mail newsletter. 

 Pick up Chimes at the printer (unless they deliver) and deliver the Chimes to the bulk mailing office in 

Pontiac. 

 Send out notices of major events through e-mail to subscribers. 

 Be the clearing house for news dissemination and distribution using appropriate media. 

 Inform those who need to know of emergencies as they arise. 
 



 
 
Electronic Sign 

 Design slides from information received for the sign to be posted, screen for appropriateness and maintain to 
ensure the sign is current. 

 Identify innovated ways to leverage the sign to attract the community to the church and to church events. 
 
Church Marketing 

 Maintain and enforce church branding and branding guidelines across all internal and external publications 
and usage. 

 Following the communications plan, ensure that all categories of communication are executed to the required 
quality standards and timelines – these will include, but are not limited to: 

 Website Updates. 

 Brochures, Fliers, Table Tents, Posters. 

 Social Media Promotion including occasional boosts/pay-per-click/pay-per-impression targeted advertising. 

 Newspaper Advertisements. 

 Public Access Cable. 

 Press Releases. 

 Research and set up other social networking opportunities when appropriate. 

 Have information available through church, (Facebook page), email, Facebook, Instagram, Twitter, YouTube, 
the Community Access Channel, Facebook Boosts, and Goggle AdWords when necessary, researching and 
setting up other social networking opportunities. 

 Create and maintain table tents for Central Café tables to promote activities, 

 Take and edit pictures/videos of and for church events. 

 Create newspaper advertisement for holiday worship. 

 Create and publish press releases for major events. 

 Manage the creation of church directories and maintain. 

 Post job openings when necessary. 

 Design brochures for mailings and to be given to people looking for information: 

 General Brochure. 

 Advent 

 Lent 

 Promotions 

 Stewardship 

 Other brochures as needed. 

 Create and post event reports following celebrations and maintain in a database. 

 Create business cards for staff. 

 Create logos for programs and campaigns in compliance with church branding guidelines. 

 Use photos to create unique postcards for first-time visitors. 

 Recognize and utilize external events and sponsorships opportunities to promote CUMC’s mission. 
 
General Tasks 

 Maintain and publish the church calendar; ensure events page is up to date on the church website and 
edit/add/delete items as necessary. 

 Promote and seek service projects/outreach into the community. 

 Create database to maintain and post committee reports. 

 Answer phones and greet guests as they enter when other staff is not present. 

 Main editor for published material. 

 Troubleshoot problems with media or technology. 

 Make copies, write articles/handouts, laminate, collate, help with mailings, etc. as needed. 

 Manage e-mail accounts, e-newsletter and church website details. 

 Assist with FISH (food pantry) and Good Samaritan Fund as needed. 

 Count the miscellaneous money with the bookkeeper once per week. 

 Write emergency checks when needed. 

 Sign checks. 



 Drive deposits to the bank as needed. 

 Other tasks as deemed necessary. 

 Attend weekly staff meetings. 

 Attend all quarterly staff meetings. 
 

Work Hours and Schedule: 

Currently: Monday-Friday, 8:30 am-4:30 pm 

Compensation: 

 Compensation will be reviewed annually 

 As a full-time support staff position, this position qualifies for inclusion in a matching pension program of up 
to 3% of salary (as of April 1, 2014) 

 This position qualifies for paid holiday if the holiday is on a scheduled work day; if not that day, the day 
before or after as determined by Lead Pastor 

 Please refer to Policies and Guidelines Procedures for Part-Time Employees document for more working 
conditions information 

 

Supervision: Reports to Senior Pastor 

 

Interested applicants should submit a resume and cover letter to: 

 
Pastor Jack Mannschreck 
jmannschreck@waterfordcumc.org 
 
Central United Methodist Church 
3882 Highland Rd. 
Waterford, MI 48328 
248-681-0040 

mailto:jmannschreck@waterfordcumc.org

