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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Communications Committee

Term of Office:
Ongoing
Supervision & Support:
Reports to:  Parish Council

Staff Liaison:  Parish Administrator

Committee Responsible for this Ministry:  Parish Council
Population(s) served:
St. Luke’s parishioners and the community

Purpose: 
To promote and facilitate effective communication within the Parish as well as between the Parish and the community.

Duties & Responsibilities:


· Edit and produce the parish newsletter, the Prescription, 4 times a year.

· Maintain and update the Parish website.
· Work with the Parish Administrator to ensure that appropriate information is provided to parishioners in Sunday bulletins and other notices.

· Work with the Parish Administrator to review advertising information and determine effective ways of communicating within the community.
· Research and recommend ways to improve communication within the Parish and/or between the Parish and the community.

· Report to Parish Council at the monthly meeting regarding communications topics.
Skills/Knowledge Required:


· Website design/maintenance experience (one member at least).
· Awareness of the communications media/mechanisms in the community.
· Experience with producing newsletters.
Qualifications Required:
An interest in promoting and facilitating effective communication within the Parish as well as between the Parish and the community.
Limits of the position:

· Comply with the Diocesan Privacy and St. Luke’s Parish Confidentiality policies. Copies of both are available from the Parish Office.

· Comply with the Diocese of British Columbia Sexual Misconduct Policy and sign an acknowledgement form.

Terms of work/service:
As required by the responsibilities undertaken.

Training Provided: 
“On the job” training, as required.

Position Risk Assessment: 
Low
Benefits & Opportunities:
An opportunity to serve parishioners by ensuring the effective communication of information within and outside the Parish.
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