DIOCESE OF RAPID CITY

SERVING THE PEOPLE OF WESTERN SOUTH DAKOTA

JOB DESCRIPTION

Job Title: Director of Communications
FLSA: Exempt
Reports to: Chancellor Effective Date:

Job Summary:

This position is responsible for communicating and modeling a full understanding of the life and
mission of the Roman Catholic Church as well as coordinating communications between the
bishop and the news media by promoting a healthy relationship with the public media.

Duties/Responsibilities:

Communications

e Serves as primary contact and consultant on communications matters and all media-related
inquiries.

e Cultivates constructive, professional relationships with area news media and manages and
coordinates responses to media requests for interviews.

e Prepares and distributes official diocesan news releases or statements and coordinates
diocesan news conferences or other outreach.

e Develops and implements an appropriate media plan in close collaboration with the bishop
and other staff/resources, as appropriate, and monitors media coverage of the Catholic
Church and related issues.

¢ Develops, maintains, and manages implementation of diocesan communications policies,
procedures and guidelines including a crisis communications plan and serves as the
communications person on the Diocesan Disaster Response Committee.

¢ Develops and manages diocesan graphic image standards, including logos, letterhead, and
overall design of any external communications.

e Interacts with diocesan offices and parishes in the development of strategic internal and
external communications planning, marketing planning, production and implementation.

e Assists in the design and placement of any public advertising.

o Assists with external IT resources to maintain the functionality of the diocesan web site and
internet-based communications.

e Oversee the development and maintenance of the diocesan website.

¢ Oversee the production of video and podcasts for the diocese.

e Oversee the production and publication of the WRC magazine

May 2026



e Supervises the West River Catholic and social media staff members.
General

Submits annual budget requests to Finance Officer.
Maintains a safe and orderly workplace.

Provides for his/her own spiritual and professional growth.
Assists in promoting a positive and hospitable office climate.
e Speaks positively about the Diocese of Rapid City.

e Other duties as assigned.

Supervisory Responsibilities:
e Supervises media services and communications coordinator.

Required Skills/Abilities:

e Ability to handle and deal with media with professionalism, tact, and diplomatically.

e Ability to display and be a role model of the Catholic faith.

e Comfortable utilizing technology.

e Demonstrated high degree of accuracy and attention to detail.

e Excellent verbal and written communication skills.

e Excellent interpersonal and customer service skills.

e Excellent organizational skills and attention to detail.

e Excellent time management skills.

e Strong public speaking skills.

e Proficient with Microsoft Office Suite or related software.

e Must be a practicing Catholic, knowledgeable and able to articulate all aspects of Church
teaching.

e Ability to travel up to 10%.

Education and Experience:

e Bachelor’s degree in theology, catechetics, communications required.
e 5 years relevant experience preferred.

Physical Requirements:

e Prolonged periods of sitting at a desk and working on a computer.
e Prolonged periods of standing and walking.

Employee signature below indicates the employee's understanding of the requirements, essential
functions and duties of the position.

Employee Date
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