
Fairhaven Church April 21, 2008 
 

Director of HelloMedia 
 
I. Summary 
 

The Director of HelloMedia provides leadership and management for the planning and execution of all print 
and interactive media products for Fairhaven Church and its HelloMedia customers.  The Director of 
HelloMedia is a full-time, exempt position with corresponding benefits as outlined in the Fairhaven Church 
Employee Handbook. 

 
II. Duties 
 

 Administration 
 

1. Administrate day-to-day HelloMedia operations and personnel 
2. Manage costs related to HelloMedia products and activities within the overall church budget 
3. Oversee the organization and efficiency of the graphics and printing functions 
4. Delegate incoming projects and monitor employee workload 
5. Aid in initial design meetings for new projects 
6. Monitor overall communications for cohesiveness and accuracy 
7. Coordinate final costs and ministry billing 
8. Be the point person for Fairhaven staff questions and issues 
9. Handle outside HelloMedia clients in the initial meeting and quoting process 
10. Delegate external jobs to equalize outside job distribution  
11. Coordinate final costs and billing for each job 

 
 Communication 

 
1. Oversee all internal communications of Fairhaven Church regarding message consistency, style, 

accuracy, quality, and branding 
2. Serve as communications counselor to staff 
3. Establish procedures, templates, and protocol to guide ministries in planning and preparing 

communications products. 
4. Manage the design and development of the Fairhaven website as an internal/external tool for 

communication 
5. Research current trends, products, and technology developments that can positively impact the 

communication ministry of Fairhaven Church 
 
III. Reporting 
 

The Director of HelloMedia is directly responsible to the Executive Pastor of Operations and through him to 
the Sr. Pastor and then to the Governing Board of Fairhaven Church. 

 
This job description cites the primary and typical but not all-inclusive duties of the position. 
 
“I have read and received a copy of my job description. I understand this overrides anything I have been given 
or told in the past. I further understand that I am expected to follow my job as outlined above and if I have any 
questions concerning what is expected of me, I will speak with my immediate supervisor.”  
 
______________________________________________ 
Signature of Employee 
 


