Job Description: Office & Digital Communications Coordinator
Organization: East Athens Baptist Church (EABC) 
Location: Athens, GA 
Reports To: Lead Pastor
Overview
East Athens Baptist Church is seeking a versatile, tech-savvy, and community-minded professional to serve as our Office & Digital Communications Coordinator. This role is the "face and voice" of EABC, managing the physical office while acting as our primary digital storyteller to reach the greater Athens community.

Core Responsibilities
1. Digital Growth & SEO (The "Digital Front Door")
· Website Stewardship: Manage the EABC Google Website. This includes weekly updates to service times, sermon archives, and event calendars.
· Storytelling: Capture the life of the church through photography and written stories. You will be responsible for "sharing the story" of EABC to show, not just tell, what God is doing in our congregation.
· Social Media Management: Curate and schedule engaging content across Facebook and Instagram to foster community interaction.
· Local SEO Strategy: Optimize our online presence (Google Business Profile, localized keywords) so that people moving to or living in the Athens area can easily find us when searching for a church home.
2. Administrative & Office Operations
· Congregational Contact: Serve as the primary point of contact for members and visitors via phone, email, and in-person visits.
· Communications: Design and produce the weekly worship guide (bulletin), digital newsletters, and campus-wide announcements.
· Logistics: Maintain church records, manage the facility calendar, and coordinate with ministry teams for upcoming events.
· Office Support: Assist the Pastor with administrative tasks and ensure the office is stocked and organized.

Specific Requirements for EABC
· The "Athens Connection": A passion for the Athens, Georgia community.
· Tech Proficiency: Comfortable with Google Workspace and social media management tools (e.g., Canva, Meta Business Suite).
· SEO Literacy: Understanding of how to use keywords like "Churches in Athens, GA" or "Baptist Church near me" to improve search visibility.
· Creative Eye: Ability to take quality photos/videos during events to keep the website and social feeds visually fresh.
· Character: A commitment to the mission and values of East Athens Baptist Church, maintaining confidentiality and a welcoming spirit.

Application Details
· Schedule: Tues-Thurs 9:00 AM – 3:00 PM
· Compensation: $15 hourly
· To Apply: Please submit a resume to office@eastathensbaptist.org.

