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Ventura Missionary Church 
COMMUNICATIONS ASSISTANT 

Job Description 
 

Job Title:          Communications Assistant 
 

Reports To: Communications Director 
 

Classification:  Part-Time Position  
 
 
Job Description 
The purpose of the Communications Assistant is to help the Communications Department to provide 
accurate, quality, and relevant digital, print, and social media for our online and in-person 
environments.  
 
The win for this position is when what is disseminated through all our communication channels is 
engaging, motivates people in their faith journey, and conveys our mission and vision effectively and 
accurately.  
 
Primary Responsibilities  
This is a working list and may be adjusted at any time by the supervisor. 

 The primary responsibilities of this position are to help provide quality and timely 
communication on our website, app, social media platforms, printed material, and more. 

 Some of the specific roles would include but not be limited to: social media scheduling, website 
and app updating and editing, creating and managing forms, and creating and disseminating 
other content in coordination with the Communications Director.   

 This position will work with the communications team to ensure that the Ventura Missionary 
values and brand are represented effectively and with excellence.  

 Perform other duties as assigned. 

Relationships 
This position will report directly to the Communications Director, and work alongside other staff, 
including the Video/Graphics Coordinator.  
 
Qualifications and Gifts 
The Communications Assistant needs to agree with Ventura Missionary Church’s Statement of Faith 
and agree to employment subject to and conditioned upon a lifestyle consistent with that Statement of 
Faith. This position must have a philosophy of ministry that is aligned with Scripture, with our 
Statement of Faith, and with our Mission and Vision. Gifts that are consistent with this role are: 
Administration, Exhortation, and Encouragement. A creative bent would also be highly beneficial. 
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Knowledge, Skills and Abilities for this Role: 
 Love for God and His Church 
 Possess a deep, abiding relationship with God 
 Strong Bible knowledge 
 Excellent verbal and written communication skills, including an ability to tell stories and convey 

value 
 Attention to detail and organizational skills 
 A proficiency with or teachability for digital platforms, and computer programs (Microsoft Suite, 

including Publisher; Adobe Suite, including PhotoShop, and Premiere; Social Media 
schedulers and platforms; Planning Center; Google, including YouTube, Docs, and Drive; 
DropBox; Website and App content management platforms, etc.) 

 Video editing capability helpful but not required 
 Discernment to identify ways to align what is communicated with our mission and vision 
 Compassionate, caring, and cooperative 
 Problem-solving and conflict resolution techniques  
 Biblical qualifications for ministry and leadership 
 Operate in a team environment, often working cross-functionally with other teams.    

Selection Process 
The Communications Director will supervise the selection process for this position, in collaboration 
with the HR Department.  
 
Compensation  
The compensation for this position will be determined based on established salary ranges for part-
time staff, taking into consideration experience and education. 
 
Hours 
25 hours per week  
 
Appraisal and Review 
This position will receive a 90-day review and an annual review from the Communications Director.  
The reviews will be in a written form, using a review document approved by the HR Department.  
Each review will (1) set objectives and goals for the coming year, and (2) review performance and 
ministry objectives from previous year.   
________________________________________________________________________________ 
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