
Position Description
               Communications Advisor at Taranaki Cathedral  

Introduction
In St. Paul’s letter to the Colossians, we read, “And whatever you do, whether in 
word or deed, do it all in the name of the Lord Jesus, giving thanks to God the 
Father through him.”

The work of the Communications Advisor at the Taranaki Cathedral Church of St. 
Mary is to the glory of God and to the benefit of the wider community.  Our 
Communications Advisor should in word and deed seek to embody the Cathedral 
Family’s vision of attention to detail, confidentiality and valuing of all people before 
God.

The Position
This is a paid position of 15-20 hours per week, in which the incumbent, in the name 
of and supported by the Church, will support the Dean, Wardens, cathedral staff and 
communications committee to update and produce a range of communications 
materials and relay key information to internal and external stakeholders; for 
example, staff, media and parishioners.  The advisor will also support the work of the
Cathedral Project Team on a regular basis.

Responsible to: The Dean of Taranaki
Supervisor: The Dean of Taranaki

Key Tasks

1. External Communications 
Working with cathedral Dean, cathedral staff, wardens and others as required to 
produce:
 Marketing material - Compile simple brochures, flyers, posters and other printed 

material for events, promotions etc; (The cathedral works with a designer who 
would produce material of a more professional nature, when required.) 

 Magazine - Have editorial oversight of cathedral magazine which would include 
co-ordinating writers, designer and printer, as well as investigating use of new 
technology to ensure efficient use of resources;

 Social Media - Liaise with existing administrators of cathedral FB page as well as 
explore use of new technology if required;

 Media – Support Dean and Wardens in producing any media releases if and 
when required, as well as support Dean to build on existing media relationships;

 Visual images - Sourcing photographs and images.  Taking photographs if 
necessary for external and internal material.

2. Website
Editorial oversight of existing cathedral website to include:
 Ensuring all website content is up to date and relevant;
 Ensuring new material (stories/photos/links etc) is loaded on a regular basis;
 Writing and taking photographs for the website and liaising with others who may 

produce material when required;



 Liaising with website provider/host when required to install updates or other 
software requirements.
3. Internal Communications

Preparing content for cathedral ‘internal’ audience to include:
 Preparation of weekly pewsheet including investigating use of new technology

to ensure efficient use of resources;
 Assisting Dean and other staff to compile internal communications such as 

parish letters, fact sheets, reports, presentations etc.;
 Other duties as required by Dean and Wardens.

4. Cathedral Project
Maintain regular relationship with cathedral Dean, project manager, design + 
remediation manager and fundraising lead to:

 Prepare, collate and edit material in collaboration with the above;
 Distribute material ie to parish, on website, social media, traditional media, 

Bishop of Taranaki and others;
 Support key relationships with external and internal stakeholders
 Help develop a project communications strategy and track progress of 

strategy;

Attributes
 High computer literacy;
 Excellent writing skills with experience in journalism and/or communications 

related roles preferable;
 Existing skills in layout and design with a willingness to learn/undertake training;
 Experience in content management system of websites;
 Experience and interest in online social media and other digital technology;
 Strong work ethic, demonstrated by a high level of integrity, reliability, efficiency 

and self-management;
 Well organised with the ability to prioritise work and meet deadlines;
 Excellent interpersonal skills;
 Ability to work as part of a team;
 Fast learner with excellent attention to detail;
 Interest and willingness to learn about the Anglican faith and Tikanga Māori is 

highly desirable;
 To be fully informed of the Cathedral project and willing to wholeheartedly 

support it going forward. 

Key Evidence/Measurement
 The production of marketing material as requested;
 The production of the Cathedral Magazine;
 Support of the Deans and Wardens with issuing of media releases;
 The production of the weekly pewsheets of a high standard;
 Taking of photographs that are then used in printed material and/or on the 

website.



Valuing the Communications Advisor
 The Communications Advisor will be encouraged and supported to undertake 

ongoing training that will enable them to upskill themselves in work related 
areas;

 The work of the Communications Advisor is regularly reviewed and appraised 
according to The Taranaki Cathedral Employee and Volunteer Performance 
Review Policy.


