
Position Title: Communications Director

Major Areas of Responsibility:

The Communications Director serves as the principal advisor and deputy to the Bishop and Diocesan 
Leadership in all areas of communications, marketing, public and media relations. The Director leads 
the development of a growing and dynamic communications and marketing program. The Director 
assists with certain development tasks and works in tandem with the Development Committee Chair to 
reach shared goals.

Specific Communications Responsibilities:

• Develop and articulate the diocesan vision for communications, establishing priorities and 
facilitating implementation of a comprehensive approach to 21st century communications in 
consultation with the Bishop and Diocesan Leadership. 

• Establish and maintain a quality website for the Diocese, consistent with the diocesan vision of 
“Reaching New England with the Transforming Love of Jesus Christ,” and the theme of “Building 
a Healthy and United Anglican Church in New England.”

• Serve as Press Officer for the Bishop. Monitor regional news, and produce timely press releases 
as necessary. Develop a media distribution list. Build relationships with local and regional 
reporters (print, broadcast, and online).

• Disseminate information to the Diocese at large and diocesan leadership bodies through regular 
communications (Constant Contact, Easter/Christmas messages, bulletin inserts, etc.) and 
special communications. Mange and expand social media engagement. 

• Build connections with ministry leaders, and assist with communications and marketing for any 
official diocesan events. Direct consultation with ministry leaders on communications, marketing 
and design needs including trainings, workshops, etc.

• Build connections with congregation communicators in the diocese. Direct consultation with 
parishes on communications, marketing and design needs including trainings, workshops, etc.

• Grow the photo and video library of the diocese. Ensure all diocesan events are properly 
documented either personally or otherwise. 

• Travel with the Bishop as needed.

• Provide onsite tech support and troubleshooting for all diocesan staff. Coordinate and manage all 
tech support needs and regular maintenance. Act as system administrator for office network.

• Stay current on all developing stories in the Anglican world and the Church at large, informing the 
Bishop’s office as appropriate.

• Coordinate technology needs for Synod and other diocesan events. This includes online 
registration.

• Perform other communications duties as assigned.
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Specific Development Responsibilities: 

• Draft and send three physical development mailings: Easter Letter (Feb/Mar), Annual Appeal 
(October), and Christmas cards (early December) to donors.

• Draft and email online development appeals as needed, normally 4 to 5 times per year. 

• Work with the Bishop on the development of donors. This includes, but is not limited to, initiating 
direct donor contact (i.e. phone conversations, birthday cards, etc.), researching donor giving 
potential and scheduling donor meetings and dinners to coincide with the Bishop’s travel itinerary.

• Perform other development duties as assigned.

To Whom Accountable: 

The Communications Director is accountable to the Bishop and meets (conference calls) regularly with 
the Leadership Team to discuss Communications policy and strategy. It is especially appropriate that 
the Director anticipate and shape communication of proposed actions and decisions for the Bishop and 
Leadership Team. The Communications Director must support both lay and ordained leadership within 
the Anglican Diocese in New England and respect the distinctiveness of their roles and communication 
needs. The Director also participates in the common life of the full diocesan staff.

Hours and Salary:

The position will be full time at 35 hours per week. The annual salary will be commensurate with 
qualifications and experience.
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