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Position Description 
 
 
Position: Communications Coordinator 
 
Role Overview: 
This role represents a unique opportunity to bring significant improvement to our online and 
print communications, especially as we seek to engage with a broad range of supporters. 
Working with the COO, you will drive the review of our overall Communications Strategy and 
manage its implementation. 
 
Reports to:   Chief Operating Officer (COO) 
Employment Type:  Full-Time 
 
 
Key Responsibilities 
 

1. Manage all communications, ensuring alignment with our vision and purpose; 
2. Review, implement and refine CMS Vic’s Comms strategy, ensuring all our 

communications (online, electronic & print) effectively engage target audiences and 
encourage a deepening engagement with CMS;  

3. Develop and curate content that establishes CMS’s cross-cultural ministry expertise, 
grows CMS engagement across generations, backgrounds and denominations, 
inspiring a passion for cross-cultural mission and establishing CMS as the mission 
agency of choice both to support and for those interested in potential mission service; 

4. Manage the following communication streams in line with CMS Vic Comms strategy; 
ensuring CMS vision, purpose, programmes and services are consistently presented 
in a clear and compelling way: 
 Production of all CMS Vic print publications; 
 Liaison with CMS Australia and communications staff at other CMS branches 

in relation to national publications, missionary collateral and benchmarking 
best practice; 

 Email communications (via Mailchimp) and Social Media updates; and 
 CMS Vic website, maintaining with regular updates of news, stories, events, 

and appeals. 
5. Assist with development and coordinate execution of marketing strategies in 

consultation with key staff for CMS events and fundraising appeals - including online 
(social media, electronic & email engagement) and print materials (brochures, 
handbooks, posters, postcards and church resources); 

6. Liaise with all CMS Vic Missionaries, providing communications training and 
guidance on best-practice communications  

7. Manage CMS Vic compliance with CMS secure communications policy;  
8. Coordinate execution of marketing for CMS events; including online (social media, 

electronic & email engagement) and print materials (brochures, handbooks, posters, 
postcards and church resources) 



 
Key Selection Criteria – qualifications and experience 
 
Essential 

‐ Tertiary Qualification in Communications, or a related discipline; 
‐ Exceptional communication skills, a passion and skill for creating written content, with 

a demonstrated ability to engage a diverse age and denominational demographic; 
‐ Excellent interpersonal skills and willingness to work within a team; 
‐ Demonstrated capacity to develop, implementing and refine a communications 

strategy within a highly complex environment; 
‐ Strength in leadership, project management and team management skills; ability to 

train, mentor and empower team members (staff and volunteers); 
‐ Excellent computer skills, (Microsoft Suite, Adobe InDesign, WordPress and Social 

Media platforms); 
‐ High level of self-motivation and strong attention to detail; 
‐ Ability to organise and manage a busy workload within specified time-frames; and 
‐ Experience in managing competing demands in a work setting 

 
Desirable 

‐ Marketing experience 
‐ Photography, Video Camera and interviewing competency; and 
‐ Fluency across all Adobe Creative Cloud software 

 
Accountability 
The position reports to the COO 
 
Performance Review 
The position is subject to annual performance reviews to be conducted by the COO.  
 
Relationships 
Positive relationships with all CMS Victoria staff, volunteers, missionaries and 
members/supporters, as well as CMSA staff and those from other CMS branches are a 
vitally important part of this role. 


