
Wisconsin Conference United Church of Christ 

Job Description 

Communications Lead Half-time 

April 2021 

 
 
The Communications Lead for the Wisconsin Conference United Church of Christ is responsible for 
the overall communications strategy and implementation for Conference communications. The 
primary purpose of this position is to execute communications that –  
• Ensure that those served by the Conference are aware of the programs and services provided 

and their value in sustaining healthy congregations 
• Increase engagement of those we serve with the programs and services of the Conference 
• Encourage continuing financial support of the Conference to ensure its ability to sustain a high 

level of service 
An understanding of how to deliver communications to support organizational mission and goals is 
key to this position. A critical success factor is the ability to build awareness and engagement 
through communications tactics and messaging. 
 
The Communications Lead works closely with staff and various teams to execute communications 
utilizing an array of communication vehicles, including digital and print. This position also drives 
web and social media communications strategies and implementation. 
 
This is a half-time position reporting to the Conference Minister. 
 

PRIMARY RESPONSIBILITIES: 

o Contribute to the success of key Conference initiatives, programs and events by developing 
and implementing, or directing implementation of, communication strategies and plans     

o Edit and produce Conference Minister email communications 
o Edit key conference communication content to ensure it achieves the communication 

objectives. Examples include Generosity Program initiatives and special topic email blasts 
o Work with content expert teams to edit and produce special focus newsletters (currently Kairos 

Call to Action and Supportive Ministries newsletters) 
o Develop a creative brief for the Conference Annual Report, work with the Conference Minister 

to develop the messaging strategy, engage subject matter experts to create content, and 
manage design and production 

o Consult with staff and teams as requested and recommend effective communication strategies 
and messaging 

o Expand use of storytelling and video to convey the Conference’s value 
o Provide guidance for the overall strategy and functionality of the Wisconsin Conference Life 

Newsletter. Contribute input for newsletter editorial content. 
o Direct overall website strategy and structure, implement content updates and website revisions  
o Create or curate content for web, social media and other communications.  
o Develop tactics to increase the reach of conference communications. Manage and enhance e-

communications contact lists 
o Utilize metrics and data gathering to evaluate effectiveness of communications and use data to 

inform improvement actions 
o Maintain knowledge of communications trends and technology, and incorporate enhancements 

as relevant. 
 
There are no supervisory responsibilities in this position. 
 



JOB REQUIREMENTS 
 
Education and Experience 

• A Bachelor's degree in communications, marketing, journalism, or a related field  

• A minimum of 5 years of experience in a similar role in Communications, Marketing or related 
field. Nonprofit experience a plus. 

• Demonstrated skills, knowledge and experience in the planning and execution of 
communications initiatives 

• Experience working with website content management systems, email marketing software, 
Microsoft Office Suite, social media and customer database management systems is required. 
Aptitude for learning new technology is essential. Experience with design platforms a bonus. 

• Fundraising communications experience is a plus. 

• Some familiarity with the values and ministry of the United Church of Christ is preferred. 
 
Skills 

• Track record as an implementer who thrives on managing a variety of initiatives concurrently 

• Strong team working skills with ability to collaborate in achieving a common goal 

• Outcomes oriented, works towards goal achievement 

• Solid editing and/or writing skills 

• Excellent organizational and project management skills and the ability to meet deadlines 

• Strong interpersonal skills 

• Self-starter, able to work independently 

• Outstanding creative, strategic and analytical skills 

• Excellent time management skills with a proven ability to meet deadlines. 

• Critical thinking and problem-solving skills. 

 
The Conference offers an excellent employee benefits package. This position will be a hybrid work 
model, with work time split between the Conference office and home. 
 
The Wisconsin Conference United Church of Christ, Inc. provides equal employment opportunities 
to all employees and applicants for employment and prohibits discrimination and harassment of 
any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, 
protected veteran status, sexual orientation, gender identity or expression, or any other 
characteristic protected by federal, state or local laws. 
 
This job description is not designed to cover or contain a comprehensive listing of activities, duties 
or responsibilities that are required of the employee. Duties, responsibilities and activities may 
change or new ones may be assigned at any time. 
 
 


