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Diocese of Erie 

St. Mark Catholic Center 

Position Profile 

 

Job Title:   Director of Communications 

Department:  Communications 

Location:  Erie (SMCC) 

Reports to: Bishop 

Cabinet:  Bishop 

Classification:  Salary 

FLSA:   Exempt; Full-Time 

Budget:  00XXX 

Date Created:  1/24/24 (updated) 

I. OBJECTIVE: 

Manage and direct the necessary resources to evangelize and to enhance understanding and 

love for Jesus Christ and the Catholic Church in the 13 counties of Northwestern 

Pennsylvania. Serve the bishop, senior leadership of the Diocese of Erie as well as clergy by 

providing counsel regarding communication strategies. Manage the reputation of the diocese, 

including parishes and schools, with engaging internal and external communication initiatives. 

 

II. RESPONSIBILITIES: 

The essential functions of the position include but are not limited to the following: 
 

1. Serve as chief administrator for the Communications Office and as a member of the 

Bishop’s Cabinet. Interact regularly with the bishop and other executive leadership. 

Maintain confidentiality and provide counsel and strategy on key messaging. 

2. Understand the priorities of the bishop and weave them throughout all communications. 

Seek opportunities to integrate and coordinate the messaging of all cabinet departments.  

3. Work closely with the bishop at his direction, serving on committee, attending meetings, 

and preparing news releases, statements, or letters, for all aspects of diocesan that need to 

be shared publicly. 

4. Develop strong relationships with media outlets and serve as primary contact for all media 

inquiries. 

5. Oversee all internal and external communications for the Diocese of Erie and, in 

particular, for the Office of the Bishop including the print, online and digital presence of 

the diocese. 

6. Oversight of the day-to-day operations of the Communications Office and personnel with 

focus on the work of the diocese; ability to recognize talent and encourage staff members 

(full-time, part-time, freelance) to reach their highest potential. Oversee progress on 

assigned projects and responsibilities of staff. 

7. Serve as executive editor or editor of Faith magazine, currently published 4 times per year. 

8. Ongoing evaluation of outreach efforts ranging from the quarterly Faith magazine and 

weekly Diocese of EriE-news to annual publications such as Faithful Servants and the 

online directory. Ensure the accuracy, timeliness, creativity, and impact of such initiatives.  
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9. Provide the leadership and vision necessary to ensure the image of the Diocese of Erie and 

all its outreach efforts are handled professionally, authentically, and transparently. 

10. Interface with other diocesan departments and, to the degree possible, assist with their 

communication needs.  

11. Advise the bishop, department heads, or parish and school staff, including clergy, regarding 

crisis communication. 

12. Represent the Diocese of Erie at the Pennsylvania Catholic Conference Communication 

Department meetings, and collaborate as needed with parallel personnel in other dioceses 

in the Commonwealth. 

13. Collaborate closely with the Catholic Foundation of Northwestern Pennsylvania regarding 

communication aspects of the annual Catholic Services Appeal. 

14. Create and maintain annual budget. 

 

III. QUALIFICATIONS: 

 

Education: Bachelor’s degree in communications or related field. 

 

Experience: Experience levels (minimum 5-7 years) professional experience managing 

communications or related discipline including public relations and 

marketing.  

 

Other Qualifications: 

1. Authentic love for the Catholic Church and desire to evangelize, invite, inspire 

through all aspects of the work involved. Willingness to collaborate with staff 

ensuring accuracy concerning theology and canon law. More than basic knowledge 

of the workings of the Catholic Church and understanding and interest in major 

issues facing the church in the Diocese of Erie, the United States, and at the global 

level. 

2. Demonstrated ability to collaborate, discern, listen, achieve consensus. 

3. Proven record as writer and editor. 

4. Proven experience managing staff members. 

5. Ability to work quickly and under pressure, sensitivity to deadlines. 

6. Experience developing and managing budgets. 

7. Ability to stay up to date or interface with staff members to ensure the diocese is 

taking the fullest advantage possible of new technologies. 

8. Oversee news conferences, prepare staff for media opportunities, willingness to 

serve as spokesperson as needed. 

9. Established relationships with media in northwest PA a plus.  

 

IV. COMPETENCIES: 

 

1. Excellent writer and editor. 

2. Familiarity with journalistic best practices and AP Style. 

3. Strong communication skills. 

4. Excellent abilities as a writer and editor. 

5. Able to manage numerous projects simultaneously, to prioritize, to meet deadlines, always 

with a positive attitude. 

6. Solution oriented, detail oriented. 



3 | P a g e   Director of Communications Revised:1/24/2024. 

7. Strong collaborator, flexible, open to feedback. 

8. Commitment to and understanding of the Catholic faith. 

9. Keyboarding. 

10. Familiarity with social media, ability to learn as new platforms develop. 

11. Familiarity with basic digital photography. 

12. Basic understanding of video production. 

13. Demonstrated skills using Word, Publisher, Powerpoint, Canva, social media. 

14. Desire and ability to inspire others in their faith. 

 

V. WORKING CONDITIONS: 

 

1. Required to work some nights and weekends. 

2. Required periodic travel. 

3. Required to manage moderate to high levels of stress. 

4. Required to work in a standard office and/or remotely. 

 
 

VI. SPECIAL REQUIREMENTS: 

 

 Must be able to drive. Must be able to manage overnight travel several times per year. Must 

be comfortable in a public role. Must be a practicing Catholic with a deep interest and love 

for the tenets and teachings of the Catholic Church; desire to evangelize, nurture, teach and 

spread the Catholic faith. 

  

 Experience with international travel a plus, openness to overseeing pilgrimages and/or 

participation in national or international events.  

 

Note: The Diocese of Erie retains the discretion to add to or change the duties of the position at 

any time. 

 
______________________________________  ______________ 

Supervisor      Date 

 

______________________________________  _______________ 

Incumbent      Date 

 

 


