
OPERATIONS & DIGITAL COMMUNICATIONS MANAGER
Part-Time (30 Hours per Week)
$25–$30 per hour (commensurate with experience)

Living Savior Lutheran Church
Lutheran Church—Missouri Synod (LCMS)

POSITION SUMMARY

Living Savior Lutheran Church is seeking a part-time Operations & Digital Communications 
Manager to support the life, ministry, and mission of our congregation through dependable 
coordination, clear communication, and consistent execution of church operations.

This role focuses on systems, processes, and communication - so that the Pastor, lay leaders, 
ministry teams, and volunteers can serve effectively. As congregational life becomes more 
connected and digitally engaged, this position helps ensure that information is timely, accurate, 
welcoming, and well-coordinated across calendars, facilities, and communication platforms.

KEY RESPONSIBILITIES

Church Operations & Administration
• Serve as a central point of contact for phone, email, and in-person inquiries
• Maintain organized, digitized office records and procedures
• Manage the master church calendar, coordinating schedules across ministries, worship 
services, meetings, and facilities
• Provide administrative and logistical support to the Pastor, Board of Servant Leaders, and 
Ministry Leads

Digital Communications
• Create and execute day-to-day digital communications across the church website, email 
communications, and social media
• Implement communication plans approved by church leadership
• Ensure communications are clear, welcoming, accurate, and theologically appropriate
• Support worship attendance, ministry participation, and outreach through consistent 
communication

Website & Social Media
• Maintain/update website content including worship times, events, visitor information and 
ministry pages
• Create, schedule, post social media content highlighting worship, congregational life, service 
and outreach
• Coordinate with staff and volunteers to gather announcements, photos, and basic video 
content
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Property & Facilities Support
• Coordinate building-use requests/scheduling for ministries, preschool, renters, and community 
groups
• Maintain accurate, digitized facility schedules aligned with the master calendar
• Assist with maintenance coordination, vendor communication, and follow-up as directed

Confidentiality & Collaboration
• Maintain confidentiality and discretion in all pastoral, congregational, and sensitive matters
• Work collaboratively with the Pastor, lay leadership, staff, and volunteers

QUALIFICATIONS

• Associate or Bachelor’s degree preferred
• Experience in church operations, administration, communications, digital media, and office 
management (church experience preferred)
• Strong organizational, communication, and coordination skills
• Ability to manage multiple priorities with consistency and attention to detail
• Comfortable working under direction while collaborating with pastoral and lay leadership
• Alignment with Lutheran Church Missouri Synod theology, mission, and congregational life
• Proficiency with common digital tools (email platforms, websites, calendars, social media, 
document management, Excel)

SCHEDULE, COMPENSATION & BENEFITS

• Schedule: Part-time, approximately 30 hours per week
• Compensation: $25–$30 per hour, based on qualifications and experience
• Some schedule flexibility is required around worship services, seasonal services, and special 
events

Additional Benefits May Include:
• Paid time off, including vacation and sick leave (prorated for part-time status)
• Paid church holidays and flexibility around the church calendar
• Flexible scheduling in coordination with church operations and worship life
• Supportive, mission-centered work environment
• Opportunity to serve in meaningful, ministry-supporting work
• Professional growth through hands-on experience in church operations and communications

WHY THIS ROLE MATTERS

Clear communication and dependable coordination are essential to healthy congregational life. 
This position supports worship, fellowship, education, outreach, and stewardship by helping the 
church operate smoothly and communicate faithfully in a busy and digital world.
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HOW TO APPLY

Interested candidates should submit a résumé and brief cover letter outlining relevant 
experience and interest in serving Living Savior, a Lutheran Church Missouri Synod 
congregation. 

Please submit by email to: secretary@livingsaviorlutheran.org
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