COMMUNICATIONS MANAGER

First Congregational Church of Darien
Part-Time | Approximately 10-15 hours per week, with seasonal variability
Compensation: $30/hour

ABOUT THE ROLE

First Congregational Church of Darien is seeking a part-time Communications Manager

to help tell the story of our church clearly, warmly, and consistently across digital, print,
and community-facing channels.

This position serves as a central communications partner, helping coordinate messaging,
manage workflows, and ensure that church communications are timely, accurate,
welcoming, and aligned with the church’s mission and voice.

The Communications Manager will support the church’s social media platforms, weekly
email newsletters, website, event promotion, community media relations and
photo/video management. This role is ideal for a motivated, creative, organized, detail-
minded communications professional who enjoys engaging community and storytelling.

A central goal of this role is to help the church communicate in a way that feels warm,
joyful, outward-facing, and welcoming to newcomers. The Communications Manager will
help translate internal church news, updates, events, and ministry needs into clear,
compelling invitations for members, visitors, and the wider community.

The Communications Manager reports to the Senior Minister and works closely with the
full ministry team, church staff, and the Communications Committee Chair, a volunteer
leadership role. Some in-office hours are required (specifically Monday mornings),
though remote work may be possible for portions of the role.

ABOUT US

First Congregational Church of Darien is a member congregation of the United Church of
Christ, a mainline Protestant denomination. Our practice of faith is open and non-
dogmatic; inclusivity, community, freethinking, volunteerism, and service to others are
guiding values.

We are a church that takes faith, community, and service seriously — but not ourselves
too seriously. We hope our communications reflect that same spirit: thoughtful,
welcoming, lively, generous, and joyful.


https://uccdarien.org/

ABOUT YOU

You are a mission-driven, creative, and highly organized communicator who enjoys
helping people feel connected, informed, and invited.

You are comfortable managing details, deadlines, and requests from multiple people. You
can write clearly, edit thoughtfully, and recognize when something needs to sound less
like “church language” and more like a genuine invitation. You enjoy social media, have
an eye for engaging design, photos and video, and are excited by the opportunity to help a
vibrant church community share its personality with the wider world.

No personal religious affiliation is required, but openness to and respect for our values of
community, inclusion, curiosity, and service is essential.

KEY RESPONSIBILITIES

1. Communications Workflow & Editorial Oversight

e Maintain a consistent editorial voice across all communications — warm, clear,
welcoming, outward-facing, and reinforcing the church’s goals, vision and mission.

e Collaborate closely with the ministers to extend the church's spiritual outreach
and inreach. Focus on amplifying faith formation initiatives, sermons and seasonal
themes and messages.

e Coordinate with church leadership, staff, and ministry leaders to ensure timely,
accurate, and aligned messaging.

e Plan and manage the church’s communications content calendar and weekly
communications workflow.

e Use and help reinforce a centralized Communications Request Form for ministry
leaders, staff, and volunteers submitting announcements, event promotions, and
publicity requests.

e Help prioritize what gets promoted, when, and where, so that communications
remain organized, effective and engaging.

2. Weekly Newsletter / Email Communications & Bulletin

e C(reate and distribute weekly email communications, including The Flash and
other email campaigns.

e C(Coordinate with and support the office administrator and church staff on the
weekly service bulletin, inserts, and related printed materials.

e Ensure email content is clear, compelling, well-edited, and aligned with the
church’s voice and mission.



Create or support occasional nurture or welcome communications for newcomers,
using photos, videos, FAQs, and accessible explanations of church life.

3. Event Promotion, Publicity & Community Visibility

Promote church events and programs across appropriate channels, including
email, website, social media, print, and community calendars.

Support occasional paid promotion or advertising for key church events, as
needed.

Share relevant church news, events, and stories with local media outlets,
community organizations, and partners when appropriate.

Help identify opportunities to make the church more visible and inviting to the
wider Darien community.

4. Social Media & Short-Form Video

Manage (or co-manage) the church’s social media accounts, primarily Instagram
and Facebook (page and group), with occasional support for Vimeo, YouTube, or
other platforms as needed.

Plan, create, and schedule engaging posts that reflect the church’s personality,
values, ministries, and community life.

Maintain a social media content calendar approximately at least 6 weeks out.
Work with the ministry to create approachable, personality-forward short-form
video content, including Instagram Reels.

Monitor and respond to interactions as appropriate, helping foster connection and
online community.

Gather and shape content from staff, volunteers, youth programs, worship, service
projects, and church events.

5. Website Management

Coordinate with the Communications Chair to maintain and update the church
website in WordPress with timely, accurate, and engaging information.
o Keep the homepage, event pages, pop-ups, photos, and calendar current.
o Refresh website content so that it reflects the church’s personality,
programming, and invitation to newcomers.
o Ensure website content is clear, user-friendly, and easy for both members
and visitors to navigate.
Track basic website and digital engagement analytics in coordination with the
Communications Committee Chair or church leadership.



6. Manage Design, Templates & Seasonal Creative Support

Use established Canva templates to create and update regular flyers, banners,
brochures, social graphics, bulletin inserts, and digital marketing materials.
Maintain visual and “brand” consistency across print and digital communications.
Coordinate with freelance graphic designers several times per year for major
original design needs, such as Easter, Christmas, Welcome Back Sunday,
stewardship, or other high-profile campaigns.

Help organize and maintain the church’s library of communications templates and
reusable assets.

7. Photo, Video & Archive Management

Build and maintain a strong library of high-quality, personality-forward photos
and videos for communications use.

Gather media from staff, volunteers, photographers, and church members.
Organize and maintain the church’s digital and physical photo archives so images
and videos can be easily found and reused.

Coordinate professional or semi-professional photography support for major
holidays, events, and milestone moments when needed.

PREFERRED SKILLS & EXPERIENCE

Bachelor’s degree in Communications, Marketing, Journalism, or a related field
preferred.

3+ years of experience in communications, marketing, social media, nonprofit
communications, church communications, or a related field.

Strong writing, editing, and storytelling skills.

Experience creating content for social media, especially Instagram and Facebook.
Comfort creating short-form video content, including Reels or similar formats.
Proficiency with Canva, Mailchimp, WordPress, and major social media platforms.
Familiarity with tools such as SignUp Genius, Paperless Post, Vimeo, YouTube, or
church database systems such as Breeze is a plus.

Strong organizational skills and ability to manage multiple projects, requests, and
deadlines.

Ability to work collaboratively with staff, clergy, volunteers, committee members,
and outside creative partners.

Good editorial judgment and an understanding of how to communicate warmly to
both longtime members and first-time visitors.

Church or nonprofit experience is helpful, but not required.



PERSONAL QUALITIES

The ideal candidate is:

Creative and practical.

Organized and deadline-conscious.

Warm, collaborative, and proactive.

Comfortable receiving input from multiple stakeholders.
Able to balance consistency with creativity.

Attuned to tone, audience, and invitation.

Excited to help communicate the life, joy, service, and spirit of a church

community.

COMPENSATION

This is a part-time position of approximately 10-15 hours per week, with seasonal
variability. Compensation is $30 per hour. The Communications Manager is also eligible
to earn paid time off.

COMMITMENT TO INCLUSION

As an expression of our commitment to genuine Christian inclusivity, First
Congregational Church of Darien welcomes candidates of all races, ethnicities, genders,
ages, religions, sexual orientations, gender identities or expressions, abilities, and
capabilities to apply.

TO APPLY

Please send a résumé and cover letter to jobsearch@uccdarien.org in PDF form, along

with 2-3 samples of previous communications, marketing, writing, social media, or design

work.


mailto:jobsearch@uccdarien.org



