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  POSITION DESCRIPTION 

 
TITLE:  Communications Associate        FLSA: Non-Exempt 
 
GENERAL SUMMARY 
The Mission Advancement staff is employed to provide the overall communications strategy for the St. Francis 
Community. The Communications Associate’s role is comprised of assisting St. Francis Community’s 
development program and various communications, public relations, writing, graphic design, and layout needs 
for print and web-based materials. 
 
The Communications Associate carries out the responsibilities of the position according to the highest 
standards of ethical and moral conduct and confidentiality.  The Communications Associate fully supports and 
is guided by the mission and charism of the Sisters of St. Francis, works with a team spirit and always acts in 
the best interests of the congregation. 
 
PRINCIPAL DUTIES AND RESPONSIBILITIES 

1. Integrates the mission and charism of the Sisters of St. Francis in all Mission Advancement initiatives 
and serves as a role model in a positive manner in all business interactions within the organization and 
when representing the Sisters to the outside community. 
 

2. Maintains confidentiality regarding Mission Advancement business. 
 

3. Supports the overall communication strategy for the St. Francis Community and works with the Mission 
Advancement team to create and implement an annual written plan.  
 

4. Assists in updating and adding entries to the St. Francis Campus calendar using Google Calendar 
software. 
 

5. Assists in taking candid photos at St. Francis Community events and programs.   
 

6. Assists the Communications Coordinator with regular updates to Facebook, Twitter, and other social 
media to engage the public in the ministries of the St. Francis Community.  
 

7. Assists in the development of marketing materials for promoting St. Francis Community events and 
programs.  Assists with distribution throughout the Tiffin community to our local business partners i.e. 
develop brochures, posters, video clips, or other marketing needs. 
 

8. In collaboration with the Mission Advancement staff identifies topics, writes and edits articles for St. 
Francis Community publications and materials. Assists with a production schedule based on publication 
needs to ensure timely production and promotion. 
 

9. Assists in the marketing campaign for and implementation of St. Francis Community fundraisers i.e. 
Mardi Gras, Summer Harvest Gourmet Gala, etc. 
 

10. Works closely with Mission Advancement staff in marketing donation programs available to potential 
donors.   
 

11. Collaborates with the Director of Mission Advancement to assist St. Francis Community Development 
Committees.  Represents the Mission Advancement Office at meetings as requested. 
 

12. Prepares a monthly work plan and reports to the Communications Coordinator. 
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13. Performs office duties in furtherance of the operation of the Mission Advancement Office, including but 

not limited to use of telephone, mail, email, websites and social media.  Provides administrative support 
including data entry, filing, and other day to day operational duties. 
 

14. Maintains professional and technical knowledge by attending educational workshops; reviewing 
professional publications; establishing personal networks; participating in professional societies. 
 

15. Responsible for knowing and adhering to the Sisters of St. Francis personnel policies and safety 
procedures. 
 

16. Assists in other tasks, as appropriate, and works as a team member in achieving Mission Advancement 
goals. 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRES 
1. Associate's Degree in Communications or related field preferred; may be substituted by experience. 

 
2. Successful experience in the field of communications/public relations. 

 
3. Excellent oral, written, and social media communication skills. 

 
4. Strong Internet/online marketing skills. 

 
5. Ability to build, motivate and work within a team to accomplish project goals. 

 
6. Self-starter who takes initiative and is able to work independently. 

 
7. Ability to comprehend and utilize professional education materials, and willing to update required 

development skills. 
 

8. Proficiency in Microsoft Office (Word; Excel; PowerPoint; Publisher) required. 
 

9. Effective interpersonal skills, especially the ability to collaborate. 
 

10. Physical Strength and ability to perform tasks. 
 a.  Must be able to bend, stoop, kneel, and climb stairs 
 b.  Ability to lift a minimum of 10 pounds 
 c.  Ability to push/pull objects up to 10 pounds 
 d.  Ability to sit for up to  8 hours per day. 
 
WORKING CONDITIONS 

 Generally busy office area with times of numerous interruptions. 
 Long periods of time working on a computer may be required. 
 Part time, some evenings and weekends required meeting the needs of the Mission Advancement 

department and its public events. 
 
ACCOUNTABILITY 
The Communications Associate is directly accountable to the Communications Coordinator. 
 
SIGNATURES 
The above statements are intended to describe the general nature and level of work required of this position.  
This is not meant to be an exhaustive list of all responsibilities, duties, and skills required. 
 
Employee:       Date:      
 
Supervisor:       Date:      


