
New York Annual Conference 

Position Description 

 
Job Title:    Director of Communications 
 

Department/Area:   Connectional Ministries  

 

Reports to:       Resident Bishop and the Director of Connectional Ministries  
 

Direct Reports: Editor of The Vision Newspaper 

 

Classification:      Full-time Elected/Professional staff (exempt) 
 

Summary:      The New York Annual Conference of the United Methodist Church is tasked with helping our 
churches build up a healthy body of Christ, enriching the lives of their members and helping to bring love, justice and 
hope into their communities for the transformation of those communities and the world.   
 
The Director of Communications provides direct oversight of the creation and maintenance of a comprehensive 
ministry of communications for the New York Annual Conference. The Director of Communications plays an integral 
role in promoting NYAC within our conference boundaries and to the world through all forms of public and social 
media.  The Director will develop a strategic communications plan to tell the story of NYAC and will lead and 
participate in the implementation of the plan to assist the Conference, its churches and members. The Director is 
also responsible for the oversight of training and the promotion of the Mission, Vision, and Core Values of the Annual 
Conference. 
 
 

Principal Duties or Tasks: 

Communications Strategy, Vision and Leadership 

 To develop, implement, and maintain a comprehensive Communication strategy for the New York 
Annual Conference within the framework of the established Mission, Vision, and Core Values 

 To work with Districts, local churches, and conference committees/boards in creating a 
coordinated and consistent plan of marketing the various ministries within the Conference 

 To create and articulate a vision for the role that communications plays in the ministry of the 21st 

century church 

 Work with the Cabinet and staff to recognize internal and external communications opportunities 

and solutions 

 Serve as the primary media relations liaison for the New York Annual Conference and oversee the 

conference’s crisis communications response 
 Provide resources and methods to help churches use communication tools to grow membership by 

reaching the diverse population of our conference 

 Develop internal publications such as newsletters, releases, email announcements, planned 

publications, on-line, intranet, video, special projects and assignments.   

 Create rich and innovative external content that is optimized for internet search engines and social 

media. 

 Develop a regular and relevant presence on social media. 

 Upgrade and maintain the New York Annual Conference website. 

 Upgrade and maintain a regular print and web-based communication presence with/among our 
pastors, laity, and local churches 

 Develop and implement communications educational and training events 
 

Operations 

 Develop, present and administer an annual budget for all communications strategies. Work with the 

CFO and finance department to understand and adhere to the NYAC budget policies and 

procedures  

 Develop policies and procedures to support the infrastructure of the communications department 



 Present detailed plans for upcoming committee and department events including the Annual 

Conference 

 Supervision / Training / Staff & volunteers 

 Oversee and implement a defined social media policy across all spectrums; presenting and training 

staff and volunteers on its adherence. Work with the IT staff on Website Management and 

techniques to increase viewership and participation    

 

 

Team Development, Support and Management  

 Counsels Cabinet and management on effective communication strategies 

 Provide training and support for Conference districts, local church leaders using all available 

communication means and strategies. 

 Deliver concrete methods to assist in the building of connectional relationships throughout the 

conference, from the local church to the Cabinet 

 

 

        Qualifications: 

 Bachelor’s Degree or equivalent experience in communications and related fields including 

demonstrated experience in communications, mass media and journalism  

 Knowledge of the United Methodist Church, its mission, structure and theological beliefs 

 Knowledge of the greater New York media market  

 Proven leadership and organizational skills 

 Willing to support and celebrate the diversity of the conference members and churches, as well as 

the various cultures and languages within our boundaries 

 Ability to work independently and collaboratively 

 Proven results in forming a successful communication team 

 Knowledge of current and emerging media venues including the use of studio equipment 

 

 

 


