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JOB DESCRIPTION

POSITION TITLE:	Ministry Director I, Social Media Manager      DATE:	July 01, 2026
		
DEPARTMENT: Whittier Seventh-day Adventist Church              REPORTS TO: Pastor 	

CLASSIFICATION: Part Time, 2 Hours Per Week                           Pay Rate: $18.93, per hour
	

[bookmark: _Hlk509529837][bookmark: _Hlk509527702]POSITION SUMMARY	
Support Southern California Conference in fulfilling its mission, “to exalt Christ by cultivating healthy churches and schools: and its core values of integrity with transparency, engagement, stewardship, unity in diversity, and relationships and team. 

The Social Media Manager serves as a communication supportive role, focusing on
quality, consistency, and spiritual alignment. Helping share the mission, worship
life, and community impact of the Whittier Seventh-day Adventist Church through
intentional, Christ-centered social media content.

ESSENTIAL FUNCTIONS 
1. To maintain a consistent, positive, and mission-focused online
presence that:
Encourages spiritual growth
Promotes church events and ministries
Strengthens connection with members and the community
[bookmark: _Hlk509514945]Reflecting Seventh-day Adventist beliefs and values
2. Update weekly announcements and upcoming events
3. Ensure service times, location, contact info, and ministry details are current
4. Upload church calendar updates and special programs (AY, Pathfinders,
5. VBS, etc.)
6. Maintain clear, welcoming content for visitors and new members
7. Remove outdated or expired information regularly
8. Ministry & Leadership Support
9. Communicate with pastors, elders, and ministry leaders for content updates
10. Assist ministries by posting approved announcements and event details
11. Posting & Light Engagement
12. Publish scheduled posts
13. Monitor comments and messages briefly
14. Align posts with the church calendar and worship themes
15. Coordination & Accountability (≈15 minutes / bi-weekly)
16. Communicate with Church Media Manager
17. Submit posts for approval when required
18. Share a brief update of what was posted and upcoming content
19. Comply with policies and procedures of Southern California Conference, including but not limited to those in the employee handbook, and the North American Division Working Policy. 
20. Perform other duties as assigned. 

What This Role Does Not Include
No daily posting
No livestream management
No advanced video production
No paid advertising campaigns
No website maintenance
No in-depth analytics reporting

[bookmark: _Hlk509528058]REQUIRED QUALIFICATIONS 
To perform this job, the individual must: 
· Perform each essential function satisfactorily, and  
· Be a member of the Seventh-day Adventist Church in good standing, and
· Meet the requirements listed below, and
· The selected candidate will need to complete a Live Scan and obtain background check clearance.

[bookmark: _Hlk509532183][bookmark: _Hlk509516326][bookmark: _Hlk509528505]Desired Skills & Qualifications
Understand social media as a form of digital evangelism and connection
Basic knowledge of social media platforms (Facebook, Instagram, &
TikTok)
Ability to write encouraging, Scripture-based captions
Basic graphic skills (Canva or similar)
Spiritually mature, respectful, and reliable

Personality Traits 
Professional, excellent work ethic, punctual, flexible, tactful and discreet, approachable, proactive, dependable, pleasant, positive attitude, joyful spirit, good sense of humor, appropriate, and modest attire, high level of emotional intelligence, 
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[bookmark: _Hlk509516387][bookmark: _Hlk509528703][bookmark: _Hlk509532276]PHYSICAL DEMANDS 
While performing the duties of this job, the employee may be required to do the following for prolonged or significant periods: sit, stand; walk; use hands and fingers; reach with arms; talk; and hear. Specific vision abilities required by this job include close, distant, color, peripheral vision and ability to adjust focus.  

[bookmark: _Hlk509516423]
WORK ENVIRONMENT
The noise level in the work environment is usually moderate. Extended hours and travel may occasionally be required.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
[bookmark: _Hlk12887064][bookmark: _Hlk12887112]SIGNATURES

[bookmark: _Hlk12887035]This job description has been approved by all relevant levels of management:

Executive Officer	________________________________________ Date:	___________________

Supervisor		________________________________________ Date:	___________________

Human Resources 	________________________________________ Date:	___________________


Employee’s signature below constitutes employee’s understanding of the essential duties and responsibilities and the qualifications required of this position.


Employee		________________________________________ Date:	___________________
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