
Graphics and Media Administrator

Key Requirements
We would expect applicants to 
have foundational knowledge and 
skill in each of the following areas 
with particular competence in one 
or more.

- Graphic Design
- Social Media Communication  
  and Strategy
- Video Production and Editing
- Website Design and Maintenance

The post holder will be part of the 
office team and will be expected 
to participate in answering the 
telephone, providing welcome to 
visitors and offering prayer  
to those who come to the church 
seeking help. As such, there is  
an occupational requirement for 
this post holder to be a Christian.

Salary
-  £18-£20k per annum, depending 

on experience, and paid pro rata 
for 3 days/week.

Probationary Period
-  There is a 6 month probationary 

period.  
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Key Aim of the Post
To serve the communication of St George’s Church through  
the creative use of media. This will be done by:

1.Helping staff with the graphic and media component of  
planning and promoting events/ministries both internally  
and externally.

2. Administrating all publicity material produced by the office 
including weekly, monthly and termly content across a range  
of media platforms.

3. Working with the church senior leaders to organise 
campaigns; devising media strategies for key  
communication opportunities such as the Vision Appeal, 
Alpha, Christmas and Easter, according to the priorities 
decided by the senior leaders, and then to design and 
produce relevant multi-platform media content.

4. Assisting the admin team with preparation of the  
weekly noticesheet.

5. Maintaining and developing the communication of the  
St George’s brand, ensuring that the website, and all other 
channels of communication are representing a consistent 
message. 

6. Ensuring the Foyer and noticeboards are maintained, 
supporting our brand and welcome of people to St George’s.

7. Being responsible for the upkeep of our website, blog and 
online content, including social media, taking an innovative 
and creative approach to regular communication with 
individuals and organisations. 

8. Maintaining and developing archives of photography  
and video footage.

9. Leading and recruiting volunteers to assist in  
the creative output of the church.



Essential

Desirable

-  You will be a Christian with a demonstrable faith and who has  
a commitment to St. George’s ethos, values and brand.

-  You will be a team player who can confidently contribute to  
ideas with a dynamic and varied leadership team.

 
-  You will be a good designer with experience of working to a  

brief on branding and design projects.

-  You have good time management and organisational skills,  
in order to cope with the demands and opportunities of life  
in a busy city centre church.

-  You will have experience using Adobe Creative Suite software  
such as Illustrator, Photoshop, InDesign, Premiere and After Effects.

-  You will have a broad knowledge of media channels enabling  
you to consider a multi-platform approach to communication,  
including social media.

-  You will have strong computer literacy, able to work on both PC  
and Mac computers, use Microsoft software and Google Drive,  
as well as the ability to learn new skills.

-  You will be able to produce publications for web as well  
as to a professional ‘print ready’ standard.

-  Experience in design for the web, using platforms such as 
Squarespace and Wordpress, a basic understanding of HTML 
coding would be beneficial.

-  To have skills in producing video content for digital platforms  
and for use in church gatherings; some experience of self-shooting 
with a Canon DSLR, sound equipment and experience editing  
and exporting footage.

-  To have some knowledge and experience of using  
Google Analytics and Facebook Insights to analyse data,  
or have the ability to learn this.

-  To have experience running social media campaigns and have 
good knowledge of engaging followers using Facebook,  
Twitter and Instagram. You may also have knowledge of using 
MailChimp to run campaigns. 

-  To have creative ideas about delivery of campaigns and  
help others to develop media strategies would be beneficial.
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