
Position Description
Catholic Diocese of Evansville

Position Title:

Director of Communications

Reporting Relationships:  Appointed by the Bishop.  Reports to the Bishop/Chief Operating Officer and is supervised by the Chief Operating Officer.  Supervises all employees in the Communications Office.

Primary Scope of this position:  The Director of Communications guides the communications mission of the Diocese of Evansville, which is to communicate the good news of Jesus Christ to the people of southwestern Indiana.

Representative Duties and Responsibilities:

Diocesan Communications:
· Support the pastoral ministry of the Bishop with creative use of communications and information technology including but not limited to: social media, print, broadcast, etc.
· Serve as the primary contact and diocesan spokesperson for all media inquiries, with the exception of those the Bishop chooses to handle directly.

· Advise the bishop in matters related to communications and media relations.
· Prepare and distribute news releases, fact sheets, etc. to media outlets to communicate a faithful, positive public image for the diocese by highlighting programs, accomplishments, and/or points of view of the diocese.

· Manage the publication of the official diocesan newspaper, The Message:

· Oversee the various activities of The Message, including editorial, advertising, circulation,  production, and website content

· Provide oversight for the business and legal issues associated with publication of the weekly newspaper

· Prepare original content for various communication channels. 

· Establish and maintain effective working relationships with clergy, religious, diocesan employees, news media representatives, parish leadership, community organizations, and the general public.
· Orient diocesan directors in how to interact with the media or other external inquiries in a manner that promotes the desired public profile for the diocese and is within their delegated role.
· Work with Communications Office staff to create promotional, marketing and informational materials to stimulate public interest and gain support for the diocese’s programs.
· Provide guidance and support for the communications efforts of parishes, schools, and other diocesan agencies.
· Participate in professional associations and conferences to expand knowledge of national and international issues influencing the Church and to develop a network of useful contacts.

· Establish and manage Communication Advisory Board, which shall be responsible for providing multi-faceted communication perspectives.
· Participate in the ongoing diocesan strategic planning process to integrate internal and external communications plans and strategies within all projects and programs.

· Propose and administer department budget.
· Identify and prioritize departmental objectives in order to produce the optimal outcome with the resources available.
· Perform other tasks as required by the Bishop or chief operation officer.
BASIC QUALIFICATIONS:

· Relevant to the responsibilities of the position, the ability to demonstrate knowledge of: the mission, teachings, and structures of the Roman Catholic Church; the mission, priorities, and structures of the Diocese; and issues relevant to the Roman Catholic Church and to the Diocese. 

· Relevant online media experience.
· Active practicing Roman Catholic in full communion with the Church.
· Excellent communication skills, including writing, public speaking, and presentations.
· Excellent human relations and interpersonal skills; must be a self-starter and be well organized; must be a team player. 

· Be able to travel and be available for evening and weekend work as necessary. 

· Be able to manage multiple tasks.
· Flexibility in assessing needs and strategies and adapting appropriately in a ministerial environment. 

· Administrative and supervisory skills to work in a senior management position.
· Able to maintain confidentiality and use good judgment.
· Able to successfully complete a criminal history and background check. 
· Have professional bearing and be clean and neat in personal appearance.
Education and Experience:
· A minimum of a bachelor degree in communications, public relations, mass media, marketing, journalism, or related field.  Advanced degree is a plus.
· A minimum of five years experience in one or combination of the  following: broadcast public affairs; broadcast news; newspaper editing and reporting;  nonprofit or government public information and community relations; private sector advertising and public relations; video production; desktop publishing; special event communication coordination and facilitation.
Special Skills Required:
· Comfortable with various forms of electronic communication (e.g. social media, web, etc.).
· Familiar with audio or visual alternatives.
· Proficiency in the use of Microsoft and Apple word processing, spread sheet, and presentation software.
· Familiarity with design software, such as QuarkXpress or InDesign.
Other skills and abilities:
· Proficiency in Spanish is a plus.
