Job Title: Digital Communications Assistant

Role Summary:

The Digital Communications Assistant supports the work and ministry of the Anglican
Diocese of South Carolina by creating and managing engaging digital media that advances
the Diocese's mission and tells the story of God's work throughout our churches. Working
under the direction of the Director of Communications, this role manages the Diocese's
social media presence, creates digital graphics, assists with website updates, and
coordinates visual content from parishes across the Diocese. The Digital Communications
Assistant helps ensure that the Diocese's digital communications are timely, visually
compelling, and consistent with our mission, established branding and communications
standards.

Applicants are expected to be committed Christians who are supportive of the mission and
ministry of The Anglican Diocese of South Carolina. Familiarity with Anglican worship,
theology, and the 2019 Book of Common Prayer is preferred; a willingness to learn and
work within the Anglican tradition is essential.

Key Responsibilities
1. Social Media Management

¢ Develop and implement approved social media schedule in coordination with the
Director of Communications.

e« Create content for publishing across the Diocese's social media platforms
(Facebook, Instagram, and other platforms as assigned).

¢ Monitor engagement and respond to routine comments and messages as
appropriate.

¢ Interact with followers maintaining a warm tone on behalf of the Diocese

¢ Track platform trends and recommend opportunities to increase engagement while
maintaining the Diocese's voice and brand.

2. Graphic Design

¢ Design graphics for social media, email newsletters, ministry initiatives, diocesan
events, publications, and digital campaigns.

¢ Create promotional materials that reflect the Diocese's visual identity and branding
standards.

e Prepare digital assets for web, email, print, and presentation use.

3. Photo Editing/File Management



e Editand organize photographs for publication across digital and print
communications.
e« Maintain an organized diocesan photo library on Pixieset.

4. Parish Photo Coordination

¢ Coordinate with parishes to collect photographs and visual content throughout the
year.

¢ Encourage and assist parishes in submitting high-quality images that highlight local
ministry.

¢ Organize submitted content for future communications and archival purposes.

5. Bishop's Visit Photography

¢ Coordinate with the Bishop’s Executive Assistant to identify volunteer
photographers for episcopal visitations.

¢ Provide photography guidelines and submission instructions to parishes and
volunteers.

e Follow up to ensure timely delivery of images.

e Edit photographs and prepare them for publication on diocesan communication
channels.

¢ Request a quote from Bishop Edgar following his parish visits to be published on
social media along with the visitation photos.

6. Other Digital Communications Support

e Supportthe Director of Communications in producing creative assets for
campaigns, special projects, and diocesan initiatives.

¢ Make updates to the Diocesan Website.

e As needed, assist with preparation and sending of the Diocesan Email Newsletter.

e« Maintain consistency with diocesan branding and communications standards
across all visual media.

Qualifications
Required

¢ Committed Christian supportive of the mission and ministry of the Anglican
Diocese of South Carolina

e Strong organizational and written communication skills.

e Excellent attention to detail.



¢ Experience managing social media platforms.

¢ Working knowledge of social media trends and the ability to adapt as platforms
change.

e Experience working in Adobe Photoshop, Adobe Lightroom, or comparable photo
editing software.

e Proficiency with Canva.

e Ability to manage multiple projects and deadlines while maintaining a high standard
of quality.

Preferred

¢ Experience with nonprofit, church, or ministry communications.

¢ Familiarity with Mailchimp or other email marketing platforms.

¢ Knowledge of website content management systems (CMS).

e Active user of major social media platforms.

e Basic photography skills.

e Interestin and/or experience creating short-form video content for platforms such
as Instagram Reels, Facebook Reels, and TikTok.

e Experience using CapCut or similar short-form video editing software.

Tools & Software Used in This Role

e Adobe Creative Cloud (Lightroom)

e Canva

e Buffer

e Pixieset

¢ Meta Business Suite (Facebook & Instagram)
¢ Mailchimp

e Professional photography equipment
e Google Workspace

e Wordpress

¢ Monday.com

Reports to: Director of Communications

Location: Fully Remote

Position Type: Part-Time

Hours: Up to 15 hours per week; flexible based on workload and current projects.
Compensation: $22-25 per hour, commensurate with experience.



To Apply: Please submit a cover letter, résumé, and a digital portfolio (or link to an online
portfolio) showcasing your writing samples, graphic design work, and examples of social

media content you have created and managed. Applications should be sent to Joy Hunter,
Director of Communications, jhunter@adosc.org.



