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Communications Director 
 Job Description 

Mount Tabor United Methodist Church, Inc. 
3543 Robinhood Rd., Winston-Salem, NC 27106 

 
 

 
OVERVIEW  
The Communications Director will lead in setting the direction as well as the strategic 
implementation of all internal and external communications for all Mount Tabor UMC ministries 
to consistently articulate, enable and fulfill church’s mission and vision. This individual will be a 
creative, innovative, strategic thinker and a results-driven team leader and administrator. This 
position will report directly to the Senior Pastor. 
  
POSITION CONTEXT  
By virtue of baptism by water and the Spirit, God calls all Christians to faithful discipleship, to 
grow to maturity in faith (see Ephesians 4). The United Methodist Church expresses that call in 
the shared mission “to make disciples of Jesus Christ for the transformation of the world” (The 
Book of Discipline of The United Methodist Church, or the Discipline, ¶120). Each local 
congregation and community of faith lives out that call in response to its own context—the 
wonderful and unique combination of God-given human and material resources with the needs 
of the community, within and beyond the congregation.  
  
The work of servant leaders is to open a way for God to work through all people and the 
resources available in a particular ministry area, for each is about God’s work. As stewards of 
the mysteries of God (see 1 Corinthians 4:1), servant leaders are entrusted with the precious 
and vital task of managing and using God’s gifts in the ongoing work of transformation.  
  
In The United Methodist Church, transformation is envisioned occurring through a cycle of 
discipleship (see the Discipline, ¶122). With God’s help and guidance, leaders: 

• reach out and receive people into the body of Christ,  
• help people relate to Christ through their unique gifts and circumstances,  
• nurture and strengthen people in their relationships with God and with others, 
• send transformed people out into the world to lead transformed and transforming lives,  
• continue to reach out, relate, nurture, and send disciples.  

  
KEY RESPONSIBILITIES  
Design and Brand Management  

• Create and refresh as needed a “Mount Tabor UMC Communications Style Guide” 
following guidelines set forth in but not limited to:  
 United Methodist Church Communications  
 The Book of Discipline of the United Methodist Church  
 Communication/marketing/social media industry best practices  

• Lead efforts to design all art and promotional materials related to all church ministries’ 
activities with a high standard of creativity, excellence and effectiveness  

• Ensure all promotional communications material representing Mount Tabor UMC adheres 
to the communication style guide and aligns with church brand standards    

• Oversee the use of logos and images that represent Mount Tabor UMC  
• Keep updated on communication trends and seek fresh ideas for expression  
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Website  

• Lead all efforts related to the continuing development of Mount Tabor UMC website  
• Work proactively to make sure Mount Tabor UMC maintains an effective presence on the 

web including style/presence, search engines, new technology  
• Coordinate and maintain website content to ensure that new and accurate information 

(article links, stories, and events) is posted regularly and timely  
   

Promotions  
• Establish process to organize, prioritize and communicate promotional items related to 

Mount Tabor UMC ministries  
• Create communication strategies to market, inform, and promote events and other 

campaigns as assigned by Senior Pastor  
• Design, develop and produce all materials related to ministry promotions to include but not 

limited to:  
 Newsletters  
 Weekly bulletin announcements and inserts  
 Email announcements  
 Ministry brochures  
 Posters  
 Digital screens  
 Digital street sign  
 Press releases  
 External media advertising  
 Marketing products  

  
Social Media  

• Manage ongoing social media messaging and communication strategies, in coordination 
with ministry staff and volunteers  

• Creatively build followings on various social media outlets including but not limited to 
Facebook, Twitter and Instagram  

• Provide communication support for online worship needs including but not limited to live 
streaming and YouTube platforms  

  
Internal Relations  

• Work alongside staff and volunteers to create consistency in messaging  
• Publicize and maintain consistent deadlines for staff and ministry volunteers  
• Manage communications assets per The Book of Discipline of the United Methodist 

Church and the UMC General Council on Finance and Administration  
  

Budget Responsibility 
• Submit annual budget for Communications and Marketing; then be fiscally responsible to 

work within approved budget  
 
Media Relations  

• Develop media relations policy 
• Create positive relationships with local media outlets  
• Oversee efforts related to responding to media attention per Western North Carolina 

Conference guidelines  
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Volunteer Teams  
• Develop and supervise volunteer teams as deemed necessary to accomplish 

communication goals  
• Enlist, equip and encourage qualified volunteers such as artists, designers, photographers 

and writers 
 
Other Duties 

• Other duties as requested by Senior Pastor or Staff Parish Relations Committee 
  
  
QUALIFICATIONS AND REQUIRED SKILLS  

• A heart for the local church, a growing relationship with Jesus Christ and a passion to help 
others find and follow Jesus  

• Highly collaborative style; experience developing and implementing communications 
strategies  

• Degree in Communications; Marketing; Journalism; Electronic Media or related field and a 
minimum of 3-5 years’ employed experience in communications, marketing, journalism, 
electronic media (church communications preferred)  

• Excellent computer skills, with proficiency in Microsoft Office products and Adobe Suite 
products. Applicant should also be familiar with all church-owned hardware and software 
(training provided), all social media platforms and website development  

• Proven ability to take projects from beginning to end  
• Organized and able to manage multiple projects  
• Action-oriented and displays focus, passion and initiative--taking appropriate action when 

something needs to be done  
• Relates well to all kinds and ages of people, builds effective relationships, communicates 

effectively both interpersonally and corporately  
• Organized, creative thinker and highly productive, working in a fast-paced environment  
• Committed to improvement, seeks constructive criticism, understands strengths and 

weaknesses  
• Knowledgeable in publication schedules and budget preparation  
• Excellent written and oral communication skills  
• Proven conflict resolution success  
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SALARY/BENEFITS PACKAGE  
 
Salary & Hours  

• Annual salary range of $43,000 to $45,500 depending on experience 
• Full-time, 35 hours per week with Sunday mornings possibly required 

  
Other Benefits  

• 8 paid holidays  
• Annual Paid Vacation 

 2 weeks (10 workdays) for 1-5 years of service (prorated during first year of employment based 
upon hire date) 

 3 weeks (15 workdays) for 6-10 years of service 
 4 weeks (20 workdays) for 11+ years of service  

 
Supplemental Income 

• A Supplement Income payment of $5,513 annually is paid at a rate of 1/12 monthly to be used at the 
employee’s discretion   

• This benefit will begin upon employment 
 
Pension Plan 

• A 6% contribution is provided by the church.  
• The employee may contribute additional funds if they choose.  
• This benefit begins the first of the month after completion of 90 days of employment. 

 
Please Note: The church will run a background and criminal check as well as require a drug 
test prior to employment.  
  
 
 
APPLICATION PROCESS AND PROCEDURES  
 
Interested parties should go to the Mount Tabor website www.mttaborumc.org and look under the 
“QuickLinks” list and select “Employment Opportunities” to review the full job description as well as 
salary/benefits and obtain a copy of the Mount Tabor UMC Job Application.  The application can be 
downloaded, completed and saved as an attachment for email.   
 
Application Package 
All applicants must prepare an electronic application package to include:  

• completed Mount Tabor Employment Application  
• current resume  
• portfolio (electronic file)  
• two writing samples  

 
Email attachments: include first and last name in any file name you create for the above required information 
 
Email application package to:   
Deborah Keaton, Staff Parish Relations Committee  
Email:  deborah.keaton@mttaborumc.org 
Contact Deborah Keaton 336-817-8830 with any questions about the application process. 
 
NOTE: Interviews will be conducted by ZOOM  
 
Application packages are now being accepted for this position and the review of submissions 
is ongoing.  The job remains open until filled.  
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