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Mountain Sky Conference of The United Methodist Church 
Living in God’s grace and abundance as we lead a re-energized peaceful and compassionate movement  

to claim the life-changing love of Jesus Christ for ALL people. 
 

Job Description 
 

 
Job Title: Communications Associate 
Reports to: Director of Communications 
Staff Team: Communications and Support Services 
Classification: Part-time, Non-exempt 
Date:  August 2019 
 
Summary/Objective 
The Communications Associate assists with the essential tasks of telling the good news of the 
faithful and fruitful ministry of Jesus Christ through the Mountain Sky Conference and The United 
Methodist Church.  
 
Essential Duties/Responsibilities 

1. Assist in maintaining websites, videos, Facebook, Twitter, Instagram and other media sites 
for the Mountain Sky Conference. 

2. Produce regular newsletters for the Conference. 
3. Capture critical stories that share God’s work inside the Conference and beyond. 
4. Assist in the preparation and distribution of news releases about Conference positions on 

current issues, major changes, decisions, events and programs. 
5. Share and repost relevant General, Conference, District and Local Church news and events 

as appropriate.  
6. Distribute communications that are inclusive of language-specific peoples and churches.  
7. Work with staff and volunteers to ensure all materials have a consistent tone and 

presentation. 
8. Design logos, graphics and other visual materials for Conference use. 
9. Record and edit video for various Conference staff teams and ministry committees. 
10. During annual conference season, assist with special project such as videos, graphics, website 

content and printed materials. 
 
Additional Duties/Responsibilities 

1. Participate in Communications and Support Services staff team meetings. 
2. Other duties as assigned. 

 
Supervisory Duties 
None 
 
Job Qualifications 

1. Knowledge, skills, and abilities: 
a. Excellent writing, editing and verbal communication skills. 
b. Demonstrated competency in use of multimedia, computer, video, audio, digital, and 

social media technology. 
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c. Advanced ability in media production, website management, graphic design and use 
of computer software applicable to the position. 

d. Experience in working with public media, including facilitating press conferences 
and developing press releases.  

e. Experience in building relationships and providing excellent customer service. 
f. Experience in leadership and communication in multi-cultural and diverse 

environments. 
g. Demonstrated professionalism, emotional maturity and stability. 
h. Attention to detail and accuracy.  
i. Ability to consistently meet deadlines. 
j. A continuing program of enrichment including participation in personal renewal, 

educational opportunities, and development of spiritual life. 
k. Knowledge and understanding of the mission, vision and structure of The United 

Methodist Church. 
 

2.  Education or Formal Training: 
a.  Bachelor’s degree in marketing, communications or a related field.  

 
3. Experience: 

a. Minimum two years’ experience and demonstrated success in the communications 
environment. 

 
Working Environment 
This is a part-time position working up to 20 hours a week. The position works in the Mountain Sky 
Conference Office, which is a general business and office environment. The position requires travel 
and flexible hours including evenings and weekends to accommodate conference events and 
activities as needed. 
 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  

1. While performing the duties of this job, the employee is regularly required to talk or hear.  
2. This is largely a sedentary role; however, some filing is required; it would require the ability 

to lift files, open filing cabinets and bend or stand on a stool as necessary.  
3. The employee frequently is required to use hands to finger, handle or feel; and reach with 

hands and arms. This position requires the ability to occasionally lift office products and 
supplies, up to 20 pounds. 

4. Specific vision abilities required by this job include close vision, distance vision, color vision, 
and ability to adjust focus.   

 
This job description is not designed to cover or contain a comprehensive listing of activities, duties 
or responsibilities that are required of the employee.  Other duties, responsibilities and activities may 
change or be assigned at any time with or without notice. 
 
Approvals 
Supervisor ____________________________________________________________________ 
 
Employee _____________________________________________________________________ 
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The Mountain Sky Conference of The United Methodist Church is an  
Equal Opportunity Employer 


