
 LETTER OF AGREEMENT 
 
The Director of Administration and Communication is responsible for the oversight and/or performance of all 
administrative office functions and communication to the congregation and broader community. This person is 
a member of the executive team and takes leadership in fulfilling the priorities identified by the vestry. With 
access to confidential personnel and pastoral information, this position requires discretion and clear boundaries 
to know when one is acting as an employee and as a member. This position requires creative thinking, 
prioritization and delegation. Recognizing that one’s behavior and actions directly impact and reflect on the 
perceptions of St. John’s, a high level of professionalism and courtesy is expected at all times.  
 

Responsibilities of the Employee 
 

Director of Administration 
AKA the minister of infrastructure: the wizard behind the curtain  

- Oversees essential church office operations 
- responding promptly to office email and phone messages, updating phone tree message  
- receiving postal mail and deliveries and distributing appropriately 
- ensuring the office is open regular hours  
- communicating closings, cancellations and rescheduled events on website, phone tree and email 
- drafting, printing and distributing bulletins in time for choir rehearsal or services 
- updating contact information, producing semi-annual directory and name tags 
- maintaining church register 
- assisting with annual parochial report to diocese, managing production of annual parish report 
- addressing any equipment malfunctions  
- ordering office supplies 
- organizing safe storage and security of electronic and paper files and records in compliance with 

the Manual for Business Affairs 
- submitting and managing annual office budget, in addition to assisting with Stewardship and 

B&G budgets 
- arranging for coverage of key responsibilities when absent 
- keeping standard ops manual current 
- recruiting, training and supervising office volunteers  
- plans, prepares and executes (along with selected Stewardship committee) the annual 

Stewardship campaign as a continual, essential operation of the church 
 

- Coordinates campus maintenance, planning, scheduling and activities 
- maintaining accurate activities calendar  
- scheduling events with a sense of the whole picture: for instance, not allowing outside use during 

Holy Week, or notifying regular users when campus won’t be available, such as day camp week.  
- communicating facility needs to appropriate buildings and grounds contact 
- acts as a coordination liaison with B&G contact to stay apprised of maintenance activities, noting 

on the internal calendar and communicating or rescheduling events as necessary 
- functioning as key contact for routine service contracts to communicate any service issues or 

special circumstances, such as an area improperly cleaned, or rescheduling a lawn service to not 
coincide with day camp 

- promote availability and respond to external requests in accordance with rental policies 
- generate revenue, while adhering to mission standards 
- collecting liability insurance, rental agreement, and payments 
- issuing and collecting keys or access code 
- reviewing annual contracts with the rector to consider renewals, rate increases 
- advise as to physical improvements necessary to improve function 

 



Director of Communications 
AKA the evangelist: How we tell the good news of what God is doing in this place 

- Develops and manages a standardized and consistent brand that reflects who we are 
- develop strategy to unify HC ministries under coherent brand and work to obtain buy-in from 

ministry leaders 
- Ensure website is current 
- Show HC as a distinctively Christian community, yet accessible to unchurched 
- Utilize multiple platforms to advertise happenings to congregation and community 
- Build media contact list, draft and disseminate press releases  
- Market activities to appropriate audience - church, Broomfield, diocese, etc.  
- Utilize database to its full capacity to create affinity lists and ministry lists 
- Equip exec team and ministry leaders to effectively use our provided tools to share the good news  
- Oversees all Stewardship communications/strategy 
- Recommend effective messaging strategies for internal and external communications 
- Encourage, equip and provide opportunities for members to tell their stories of impact 
- Promote campus as house of God for all people and community center available for use 
- Cultivates partnerships that demonstrate and fulfill our love for God, neighbor and ourselves 

 
Responsibilities of the Mission 

 
A. The annual cash salary shall be $ for forty (40) hours of work per week. Flex time may be provided, as 
necessary, for external commitments, by consulting with the Rector. The salary shall be reviewed annually and 
may be adjusted upward in light of changes in the Colorado Consumer Price Index, exemplary performance, 
availability of funds or an increase in responsibilities. Pension shall be paid in accordance with diocesan 
guidelines, and health insurance allowance of $ monthly shall be provided. 
B. St. John’s shall pay Workers’ Compensation Insurance, as provided by State Law. 

C. St. John’s shall pay travel expenses for official church business, including mileage reimbursed at the then-
prevailing IRS per-mile rate, as well as out-of-pocket costs for parking fees, tolls, bus fares, etc.  
Reimbursement shall be made upon submission of a mileage log or other documentation. 
D. The Employee shall have 20 days of paid vacation annually and take sick and bereavement time as needed. 
In addition, the following holidays will be paid time off and the office will be closed: New Years, Memorial 
Day, July 4, Labor Day, Thanksgiving Day and Christmas Eve and Day. If days fall on weekends, the previous 
or next day will be observed.  Up to 5 days may carry over each year on the anniversary date of hire. With the 
exception of sick leave, time off should be scheduled with the Rector in a timely fashion, taking into account 
the busy seasons such as Advent, Christmas, Lent and Easter. 

  
 “At Will” Employment 

This is an employment at will position and may be terminated by either party without cause on 30 days notice, 
or at any time by the church without notice with cause. "Cause" means the Employee’s repeated failure to 
perform their duties as required under this Agreement, fraud, unlawful acts, or conduct which reflects adversely 
on the church.   

  
Supervision 

All staff members, both paid and volunteer, are “at will” employees and shall serve at the pleasure of, and shall 
be supervised in the performance of their duties, by the Rector. An annual review will be conducted by the 
Rector in consultation with the Senior Warden on the anniversary date of hire. 
  
  
_____________________________________      
Date    Director 



 
_____________________________________ 
Date                                     Rector                                     


