
 
 

JOB POSITION DESCRIPTION 
 

JOB TITLE:  Director of Social Media, Marketing and Hospitality 
JOB STATUS: Regular, Part-time (20 hrs./week) 
REPORTING: Position reports to Directing Pastor  
 

 
BASIC FUNCTION:  Design and implement marketing projects that increase the awareness of the church and 
invite guests to connect with Laurel through worship or other means. Design and maintain social media-based 
ministries to serve people of all ages. Serve as the host to first-time guests on Sunday mornings. 
 
PRINCIPLE RESPONSIBILITIES:  
 
1. Identify, develop and maintain an outreach ministry(s) using appropriate online platforms, including but not 

limited to Facebook and the church’s website. 
 

2. Design and maintain timely, consistent communications and storytelling with staff, the congregation and the 
public. 
 

3. Manage the design and development of a church website. Serve as website administer. 
 

4. Communicate the church’s ministries through social media. 
 

5. Develop and execute ongoing marketing and outreach plans. 
 

6. Work in cooperation with the Director of Congregational care to identify, welcome, and assist first time and 
returning guests on Sunday mornings. 

 
7. Manage all guest data collection and maintenance, including but not limited to obtaining information from 

each Sunday morning guest prior to their departures; promptly add and/or update guest profiles in the 
database; and prepare a weekly guest report. 
 

8. Contact each guest during the following week to welcome, review visit, answer questions and invite them to 
return. 

 
9. Coordinate and manage the volunteers for the WOW (Welcome Our Worshippers) Team. 

 
10. Conduct annual hospitality and social media training. 
 
11. Serve under the conditions of the Laurel United Methodist Church Personnel Policy and specific criteria 

determined by the Staff/Parish Relations Committee.   
 
12. Perform other duties as assigned by Directing Pastor.  
 
REQUIRED QUALIFICATIONS: 
 
1. Profess to be a practicing Christian. 
2. Ability to serve in a ministry role. 
3. Be self-directed and use critical thinking skills. 
4. Have an outgoing personality — e.g. confident and comfortable in social situations, ability to put others at 

ease, inclusive of others, kind. 

5. Applicable college degree and/or trade school certification. 
6. Expertise in website management. 
7. Expertise in leveraging social media to fulfill marketing goals. 
8. Expertise in using office software, including database management. 
9. Excellent organizational, communication, and writing skills. 
10. Demonstrable leadership skills. 
11. Desire to continually update knowledge of church marketing best practices. 



12. Ability to work effectively and efficiently both individually and in a team environment. 
13. Ability to initiate relationships and empathize with others.  
14. Ability recruit new members.  
15. Ability to maintain strict confidentiality. 
16. Ability to be flexible. 
17. Have a valid IL driver’s license. 
18. Have access to reliable transportation on a daily basis. 
19. Ability to pass a criminal background check. 
 
 
WORKING CONDITIONS: 
 
Modern building/office environment; non-smoking 
 
NOTE: 
This job description should not be construed to imply that these requirements are the exclusive standards and 
expectations of the position.  The incumbent will follow any other instructions, and perform any related duties, as 
may be required.  The employer has the right to revise this job description at any time and will provide reasonable 
notice of any such change.  The job description is not to be construed as a contract for employment.  Reasonable 
accommodations will be provided to individuals with disabilities. 
 
Signing this document indicates that the employee understands the working conditions and responsibilities of this 
position and has discussed details with the Directing Pastor or Staff Parish Relations Committee. 
 
 
 
 
_________________________________________  ______________ 
Employee’s Signature      Date 
 
 
 
_________________________________________  ______________ 
Directing Pastor, Laurel United Methodist Church  Date 
 

10-01-2020 


