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         Job Ref DDD/Dco17 

 
 

CHURCH OF IRELAND 
 

DIOCESE OF DOWN AND DROMORE 
 

JOB DESCRIPTION 
 

Title of post:  Diocesan Communications Officer (Part-Time) 
 
Location:  Church of Ireland House, Donegall Street Belfast 
 
Reports to:                       Diocesan Secretary  
 
Responsible to:  The Bishop of Down and Dromore 
 
Job Summary: 
To coordinate Diocesan communications across all platforms to audiences within and 
without the Diocese. To ensure that all communications emanating from the Diocese are 
clear, current and representative of the Diocese and its Bishop. To oversee and develop the 
communications capacity of the Diocese through the use and promotion of emerging 
communications technologies. 
 
 
Key Responsibilities  
 
1. To be on call as the first Diocesan contact for the media 
2. Maintain and update the diocesan website with articles, photos, events and information 

reflecting the activities and priorities of the Diocese 
3. Manage the diocesan social media accounts- developing the range of social media 

methods of communication ensuring effective coverage of good news events/stories  
4. Provide advice and support to Parishes in developing their use of Facebook and other 

social media methods as a means of communicating good news stories and promoting 
the mission and ministry of parishes and church plants throughout the Diocese. 

5. To oversee and develop the communications capacity of the Diocese through the use 
and promotion of emerging communication technologies 
 

Main Duties 
 
1. Source and write news and articles 
2. Produce and issue a monthly Ezine 
3. Issue diocesan press releases and photographs and liaise with relevant media sources 
4. Coordinate the design and printing of Diocesan materials 
5. Coordinate communications for Diocesan events 
6. Ensure that photographs are taken of important events in the Diocese including 

ordinations, institutions etc. 
7. Provide editorial input to the Bishop’s communications 
8. Coordinate the Diocesan Cycle of Prayer 
9. Coordinate design of adverts and purchase advertising space 
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10. Commission photography, video or animation where in-house capacity not available 
11. Assist the Press Office, particularly with PR crisis management 
12. Assist parish or diocesan bodies e.g. Down & Dromore Mission Council, with publicity  
13. Issue a Church Planting and mission and growth update three times a year 
14. Write an Annual Diocesan Focus article for the Church of Ireland Gazette 
15. Give editorial input to publications on behalf of the Diocese when required 
16. Work collaboratively with other denominations and para-church organizations to 

maximize the impact of communications 
17. Respond to ancestry enquiries as they arrive by email 
18. Spend time with those in parishes responsible for communication at parish level to 

enable them to develop more effective communication strategies 
 
Key performance targets 
 
1. Meet all publication deadlines – Ezine; Prayer Focus; diocesan event material; Focus 

article 
2. Ensure that all suitable news stories, announcements and advertisements appear in the 

Gazette, on the main Church of Ireland website and other suitable outlets 
3. Keep Diocesan website current (as agreed with the Bishop) 
4. To increase the volume of website traffic and social media engagement 
5. To grow the ezine mailing list 
6. Issue press releases within 24 hours of diocesan events 
7. Facilitate an increase in the volume and use of information communicated electronically 

both within and from the Diocese.   

TERMS OF APPOINTMENT 
 
Salary: Will be in the range £21,000-£24,000 pro rata per annum (new appointees will commence at 
the entry point; additional increments will apply after each 3 years of service until the top point is 
reached). 
Term of Contract: Permanent 
 
Probationary Period:  External appointees will be subject to the satisfactory completion of a six-
month probationary period. 
Location:  The Bishop of Down and Dromore and his staff are currently located in Donegall Street 
Belfast. The post holder may be required to work at any location in the greater Belfast area.     
Hours:  Part-time 20 hours per week. (based upon full time of 37.5hpw) The post holder will be on call 
to deal with urgent matters that may arise and will be required to work occasional evening and 
weekend hours to cover events etc. Additional hours above the 20 contracted hours per week should 
be recorded. Time in lieu or payment for extra hours will apply as agreed with the Bishop.   
Pension:  The employer will contribute 8% of salary to the personal pension scheme. The employer 
will comply with its obligations regarding the new pensions AUTO ENROLMENT regulations (which 
also require an employee contribution to be made, specific opt out provisions exist) 
Holidays:  
The holiday year runs from 1 January to 31st December inclusive each year. The normal leave 
entitlement is 32 days annual holiday, pro rata, inclusive of statutory holidays, with pay. The employer 
does not distinguish between customary/statutory/public holidays and annual leave. Additionally, an 
extra 3 days pro rata will be added after 3 years’ service. 
NB: Annual Holiday Arrangements 
The office may close on certain days during the year and staff will be required to take part of their 
holiday entitlement on these days. The exact dates of these close-down periods will be determined by 
the employer and notified to you in advance each year. 


