[bookmark: _GoBack]Coordinator of Communications & Office Assistant 
20/hour a week position
Hourly wage of $15 an hour 
Daily office hours, Mon-Fri 
Position opens:  Feb 1st, 2017

Responsibilities:  
· coordinate and help create all communications, internal and external, of St. Paul’s Lutheran Church via web, social media, newsletter and other forms of communication 
· work closely with the Office Manager on administrative tasks of congregation, such as bulk mailings, sign and banners design, 
· maintain confidentiality of sensitive information within church office
· other duties as needed or assigned 

Skills required:  
· Squarespace website support 
· Strong communication skills in written word and oral 
· Ability to plan and work within social media platforms
· Moderate knowledge of computer programs: MS Word, Outlook, Email, Publisher, etc. 
· An understanding of organizational branding 
· Must be able to work with people from diverse backgrounds

Send Resume` to:   St. Paul’s Lutheran Church
                                   c/o Pastor Paul Coen
                                   13271 Millard Ave.
                                    Omaha, NE 68137
