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JOB DESCRIPTION

SECRETARIAT POSITION
C O M M U N I C A T I O N S
Responsibilities: PRAY and…
Coordinate publishing of the Newsletters, Post cards and other communications vehicles to promote Via de Cristo inside and outside our Community.
Newsletters: 
Work with members of the Secretariat to get THEIR articles for the newsletter.  Communications Chairperson should not have to write the articles for the Secretariat members.  
Develop your communications ‘team’ as you see fit to complete the work at hand.
There should be at least two (2) Newsletters per year: Out in the Community 3 to 4 weeks prior to the Spring Weekends and 3 to 4 weeks prior to the Fall Weekends. More Newsletters or half-newsletters may be done, as is the need to inform The Community, and as finances are available.
Typeset the newsletter, and take care of the printing and bulk mailing.  
Look for appropriate scripture and articles that might be of interest and uplifting to The Community that could be published in the newsletter.
Consider including photos of pilgrims and their testimonies. Also consider photos of pilgrims at Ultreyas and behind-the-scenes at Weekends – with their permission. No Candidate photos allowed.
Postcards: 
Work with members of the Secretariat (Leadership, Pre and Post Cristo, Physical Arrangements, Grouping Coordinator, Palanca, Prayer Chain and ex-Officio) to gather information for postcard information: Ultreyas, workshops, and noteworthy events and needs that need to be publicized.
There should be at least six (6) Postcards interspersed between the Newsletters to consistently communicate the Cristo news and upcoming activities to our Community. There may be additional Postcards, as there is need and finances or gifts are available.
Mailing List: 
Keep mailing lists updated through announcements at Ultreyas, etc.  
Add the new Pilgrims to the Master List immediately after each weekend. Periodically print out a membership list to see if any names should be added or deleted.

eMails:
Obtain eMail addresses at every opportunity to be added to the mailing List. 
Communications or its assigned eMail Master should eMail The Community 1 to 2-weeks prior to every Cristo Weekend, Ultreya and Workshop. Special eMails may also be sent as appropriate.

Website:
Work with Web Master to maintain and regularly update the IRC Website: www.ircviadecristo.com. 
Publicity: 
Prepare and disseminate Publicity Stories regarding IRC and its specific events to all media (print, radio, TV and web)

Set-up and coordinate articles, editorials and interviews with all media to promote Indian River via de Cristo.
Other
Create, produce and have Brochures printed and distributed to The Community and the world to communicate IRC, its mission and its purpose.

Make Flyers to be posted during weekends, distributed at Closing, and put in Brown Envelopes promoting upcoming events: Ultreyas, Workshops and Weekends.

General
Attend: All Secretariat meetings, Ultreyas, Weekend and other IRC activities.
As a member of Secretariat, seek God’s wisdom and then vote on all IRC policies and procedures.

Seek God’s wisdom, seek-out Pilgrims qualified and willing to become Secretariat members, bring their names and qualifications before Secretariat, and with Secretariat approval, invite them to come serve. 
