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JOB NAME: MULTIMEDIA ASSISTANT 
 
I. PERSONAL REQUIREMENTS: 
This person must have made a personal commitment to Jesus Christ as their Lord and Savior and must demonstrate the reality of that 
relationship through their life and testimony. This person must have ministry experience in working with adults, and the ability to relate 
to them on a personal and spiritual level. This person has a Christlike attitude that is accepting and inclusive of all the diverse parts of 
the body of Christ.  This person must be self-directed, high-energy, enthusiastic and self-motivated with a history of success.  This person 
must be creative, highly organized, and effective in managing multiple priorities and assignments. This person must also possess strong 
oral and written communication skills and must have the ability to master the church P.C. programs including Microsoft Office products 
as well as any relevant graphic software such as Sony Vegas, Audacity, Adobe CC, Motion and Final Cut. 
 
This person must have proven interpersonal and conflict management skills and be able to make decisions in keeping with the vision, 
policies, and practices of Calvary Chapel Newport News. This person should have a “take charge” personality; one that shows initiative, 
perseverance, and possess a “whatever it takes” attitude. This person must be extremely flexible in an environment that is subject to 
many spur of the moment changes. Additionally, the willingness to learn new skills, work as a team player, and overall 
dependability/accessibility are very important.  
 
II. EDUCATION REQUIRMENTS 
Bachelor’s degree 
 
III. GENERAL RESPONSIBILITIES: 
As a Full-Time Multimedia Assistant, this person will assist the Calvary Chapel Audio Visual Department with the development of our 
digital Multimedia sermon products. This includes light graphic editing, assisting with all stages of video production, conducting 
research, and seeking the necessary approvals for production. This person is also responsible for assisting in the radio program 
development, administrative duties such as maintaining our media database, archiving audio/video footage and packaging together 
project deliverables. Additionally develop a working understanding of the current editing and display software.  
 
IV. ESSENTIAL RESPONSIBILITIES: 
This person provides assistance to the IT Director with creative and dynamic leadership and direction for all AV and IT activities at CCNN.   

A. Social Media (Facebook, Twitter, Instagram, Google Plus) 
1. Receive, monitor and update social media information and materials on CCNN platforms as needed or assigned  
2. Coordinate and schedule social media information to support ministry events 
3. Assist with monitoring social media metrics and analyze for trends 

B. Website 
1. Responsible for ensuring website is functional, easy to use and attractive  
2. Assist with the design and content of the CCNN website and continue to seek new technologies and opportunities to improve 

the effectiveness of Web related communicaitons with all ministries 
3. Test website across browsers, operating systems and devices 
4. Assist with monitoring website metrics and analyze for trends 

C. CD/DVD  
1. Assist the development of all external communication media (broadcast, audio-tape, CD, DVD and video production) from 

layout and design to production and distribution 
2. Assist with the production, duplication, and marketing of the CD and DVD ministry 
3. Assist with production of videos for CCNN worship services and special events 
4. Receive and process orders for CDs from radio or call in request  

D. Camera and Audio/Video  
1. Manage schedules for sound and camera volunteers for services and special events 
2. Uninstall and installation of camera gear for Sunday and Wednesday services. This includes setup, configuration and 

calibration of video and audio for the camera 
3. Train and supervise all camera personal in how to properly operate our cameras and lighting for all services 
4. Operate and maintain photography equipment as needed for events 
5. Assist in organizing and maintaing library of audio and video recordings 
6. Assist in maintaining inventory, security and organization of AV equipment and resources 
7. Assist in scheduling and recording audio pieces and videos for CCNN events, ministry activities and Sr. Pastor’s requirements 

E. Announcements 
1. Review weekly calendar of announcements for weekend services 
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2. Gather information and materials for the weekly announcements and build the frame work and time lines for announcements  
3. Review Media Communication Action Plan (MCAP) and along with Communications Assistant, liason with ministry 

representatives to develop their advertising ideas, help formulate the storyboard, film all needed components to build the 
addand edit product to achieve the desired advertising goal 

4. Assist in the creation of high quality graphics, animations and special effect elements for media projects 
5. Publish announcement segments to various social media platforms, e.g. Website, Facebook, Twitter, YouTube, Instagram 
6. Review rotating communication slides to ensure accuracy and timeliness 
7. Review video announcements for order, timeliness and effectiveness 

F. Multimedia 
1. Primary media tech for CCCA responsible for working with CCCA staff to develop events and run presentations  
2. Perform sermon uploads for Sunday and Wednesday service onto different platforms with the goal of reaching as many 

people as possible (Truthcasting, YouTube, Sermon Net) 
3. Perform sermon uploads for Sunday and Wednesday service 

G. Administration 
1. Assist with purchasing and tracking items as needed for IT department and AV ministry 
2. Coordinate and schedule social,morale building and training events for AV ministry 
3. Manage calls from radio listeners to assist them with placing orders, answering questions or showing them how to navigate 

our website for sermons or previously aired messages 
 

V. POSITION CLASSIFICATION: 

A. Full-time position 

B. Non-exempt 

 
 
Relation to the Staff:   Multi Media Assistant reports directly to the IT Director. An annual review will be conducted by the IT Director 
and Business Operations Director to evaluate performance. 
  
Disclaimer:  This position description is not intended, and should not be construed, to be an exhaustive list of all responsibilities, skills, 
efforts or working conditions associated with the job. It is intended to be an accurate reflection of those essential job duties.  


