Tuesday, May 12, 2026
Pearce Church
Job Description

	Position Title
	Department
	Reports to

	
Public Relations and Human Resources Director

	Church Office
	Lead Pastor

	Employment status
	FLSA status
	Effective date

	
|X|  Full-Time          |_|  Part-Time
 
|_|  Temporary

	
|_|  Exempt

|X|  Non-Exempt

	



Position Summary
The Director of Public Relations & Human Resources provides strategic leadership and day-to-day oversight of public relations and human resource functions. 

Essential Duties and Responsibilities
Communications
· Participate in Administrative Team meetings to assess and plan communication needs 
· Coordinate and align communication efforts across all ministries and departments 
· Establish priorities for graphic design projects; delegate internally or manage external vendors 
· Oversee the creation and distribution of recurring communications (e.g., Pulse, NEUS, Prayer Focus, Prayer Chain) 
· Manage external communications, including media relations, advertising, and press releases 
· Provide supervision and support to the Media Designer

Human Resources
· Administer employee benefits, including enrollments, changes, terminations, and claims; communicate updates to Finance for payroll and budgeting 
· Manage leave of absence claims (Short-term Disability, Worker’s Compensation, Paid Family Leave, and Family Medical Leave Act)
· Ensure completion of required insurance and benefits compliance reports
· Assist with recruitment processes, including job postings, candidate screening, and interview coordination 
· Coordinate employee onboarding and required screenings
· Conduct exit interviews and support offboarding processes 
· Maintain accurate and confidential personnel records for all employees 
· Track and maintain approved employee paid time off records
· Oversee staff training compliance (e.g., CPR/AED/First Aid, safety requirements, annual Sexual Harassment training) 
· Ensure completion and maintenance of required documentation (e.g., conflict of interest disclosures, housing allowance forms, etc.) 
· Handle sensitive and confidential HR matters, including, but not limited to, employee relations concerns, harassment complaints, payroll issues, supervisory support, and employee discipline and termination, in accordance with organizational policies and applicable laws

Administrative Support
· Oversee management of church vehicles (including scheduling, maintenance, insurance, inspections, and approved drivers) and maintain accurate records related to vehicle usage and compliance 
· Preparation and submit Genesis Conference monthly reports
· Manage and safeguard legal and organizational records 
· Provide administrative support to pastoral staff as needed 
· Serve as an alternate check signer and assist with banking deposits as needed 
· Other duties as assigned
Qualifications
· A committed and growing Christian who supports the mission and ministry of the church 
· Membership or regular attendance at Pearce Church
· Prior administrative experience required; ministry or nonprofit experience preferred 
· Strong organizational skills with demonstrated experience in record keeping and coordination 
· Excellent written and verbal communication skills 
· Proficiency in Microsoft Office and general computer systems 
· Detail-oriented, dependable, and able to manage multiple priorities 
· Collaborative team player with strong interpersonal skills 
· Ability to pass a background check 

Physical Demands
· Regularly required to sit, speak, and hear 
· Frequently required to walk and use hands for office equipment and tasks 
· Occasionally required to stand, reach, and lift up to 20 pounds 
· Must be able to work at a computer for extended periods and read both printed and digital materials

Evaluation and Compensation

The Director of Public Relations and Human Resources reports to and will be annually reviewed by the Lead Pastor. Compensation is reviewed annually by the Lead Pastor and Pearce Church Finance Director and submitted to the Pearce Church Board for approval.

I have read and received a copy of my job description. I understand this description in no way states or implies these are the only duties to be performed by the employee of this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the employee will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirement may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create and employment contract, implied or otherwise, other than an at will relationship. 
Reviewed with employee by:
Signature: ________________________________________________________________________________________
Name and Title: ___________________________________________________________________________________
Date: ____________________________________________________________________________________________

Received and accepted by:
Signature: ________________________________________________________________________________________
Name and Title: ___________________________________________________________________________________
Date: ____________________________________________________________________________________________
Pearce Church/Pearce 4 Kids is an equal opportunity employer, drug-free workplace, and complies with ADA regulations as applicable. 
|_|  Copy to Employee File
|_|  Copy to Employee
