Congregation Shearith Israel
Communication Coordinator

Job Description
Primary Objective:


The primary role of the Communications Coordinator is to be responsible for coordinating all communication and marketing related activities of Congregation Shearith Israel.  The Communications Coordinator’s core responsibility is to use his/her graphic arts’ background, knowledge and training to design, manage and coordinate all aspects of the organization’s public relations’ communications. The position of Communication Coordinator is to ensure a consistent, professional brand message that portrays the ideals and mission of our synagogue. This is the lead professional that manages our brand and image to both our membership and the community at large. Accuracy and creativity is of paramount importance. Under the direction of the Executive Director, and with the guidance and input of the Senior Rabbi, the key accountabilities of the Communications Coordinator include the following:

I.
Congregational Communications


A. 
Newsletter/The Shofar
Develop and coordinate the design and content and produce bi-monthly (or as directed by the Board of Directors) the organization’s newsletter the Shofar. Responsibilities include, but may not be limited, to the following, 
1.
Setting of the production calendar.

2.
Collecting material from all responsible professionals.
3.
Managing the development and design of the 
publication.

4.
Overseeing and managing the proofing process.

5.
Managing the printing and mailing process.
B. 
Brochures

Manage, develop, and coordinate the design and content of all synagogue communication materials. Responsibilities include, but may not be limited, to the following, 

1.
Design all program brochures and promotional pieces for any and all synagogue related programs and/or activities for such things as our religious programs, music series, social action projects, annual, capital and/or endowment fundraising activities, adult education series, young professional speaker series or programs, young family programs, Religious and Pre-School programs, High Holiday programs, synagogue directories, Program Guides and/or Calendars, etc.
2. 
Setting of the production calendar.

3.
Collecting material from all responsible   professionals.

4. 
Managing the development and design of the publication.

5. 
Overseeing and managing the proofing process.

 



6.
Managing the printing and mailing process.

C.
Website/www.shearith.org
Develop and coordinate the design and content of the organization’s website. In addition, manage and maintain website to ensure effectiveness as a core communication and marketing tool. Responsibilities include, but may not be limited, to the following, 
1.
Updating and ensuring accuracy of all Information on website, including the synagogue’s online calendar.
2.
Design updates of the website consistent with existing style guides and look of synagogue.
3.
Implementing, designing, and overseeing all synagogue on-line website applications including, but not limited to, program registrations, donation applications, managing synagogue membership, e-mail data bases, and listserv forums.
4.
Implement new and innovative approaches for the use of the website as a learning tool for our Congregants by adding learning games for our preschoolers, video clips in real time or quick time movies of blessings or Aliyots, instant message rooms for teenagers with a specific time that the Rabbi will be present to listen and participate, etc.
D.
Electronic Communication

Develop, coordinate, and manage the design and content of the synagogue’s weekly email newsletters. This includes the weekly synagogue email newsletter, the weekly email newsletter published the Religious School, and/or any other form of electronic communication that is mass mailed from the synagogue. 
Manage, maintain and update electronic (e-mail) mail lists of all congregants (and children) and potential congregants in one central location and sort, organize, and arrange email lists  by age, gender, interests, etc.(see current www.shearith.org website at 
http://www.shearith.org/events/notification.asp when subscribing to automatic notification feature for selection of current audience and categories that interest you).
Manage, maintain and create new list serve discussion forums for our congregants. 


E.
Shabbat Announcements

Manage, coordinate and oversee the production of the weekly Shabbat Announcements.

1.
Collecting all material from all responsible professionals.



2.
Managing the proofing and printing.

F.
Bulletin Boards
Manage, update, and coordinate the design and content of all synagogue bulletin boards to promote synagogue programming and events in a professional manner.
II.
Community Communications

A. 
External Communications

Manage, coordinate, and develop the design and content for all   external synagogue advertising, communications and promotions of the synagogue and its events.  This responsibility applies to communications within both the Jewish and non-Jewish communities.
1.
Coordinating and managing all communications with the Jewish agencies and the various Jewish organizations in the greater Dallas area metroplex (i.e., securing and placing advertising space in Journals and Newspapers and making sure that synagogue events are properly noted, recognized and represented  in the appropriate  newsletters and newspapers, and that the synagogue is properly and appropriately represented in other publications.

B.
Press Releases
Developing and writing all press releases under the direct supervision of the Senior Rabbi and Executive Director. 

III. Calendars

A. Synagogue Calendar

Administer the synagogue calendar to ensure that all communication(s) concerning the details (time, date, location) of all synagogue programming is consist and accurate.  

1.
Coordinate and manage all calendar issues and activities for the synagogue and serve as the only synagogue liaison and representative to all Jewish agencies and organizations for which the synagogue’s calendar can be cleared and for whom the synagogue will use to clear the synagogue’s calendar against the community calendar and all other Jewish agencies and organizations.

2.
Implement and maintain a written policy and procedure plan for obtaining calendar dates on the synagogue calendar.

3.
Maintain a log book of calendar date requests from all departments, professionals, lay leaders and volunteers and a written checklist that all policies were followed ( i.e., community and synagogue calendar cleared, other department heads, Rabbis, Executive Director, Officers, vacation schedules were all consulted). 

IV. Archives

A. Synagogue Archives

Keeping up to date archival books of all synagogue publications.
Maintaining archival system for synagogue photographs and newspaper articles, stories, clippings and on-line stories.

This job description can be changed and/or modified by the Executive Director and represents only a summary of the duties and responsibilities of this position. This job description is not intended to serve as a contract nor does it confer it any legal rights on the employee or obligate the employer in any such manner. 
