
GRACE AND HOLY TRINITY CHURCH 
           8 North Laurel Street 
       Richmond, Virginia 23220 
               804-359-5628 
 

Position Description 
Associate for Generosity, Communications, and Discipleship 

Grace and Holy Trinity Church 
Richmond, Virginia 

 
Grace and Holy Trinity Church is looking for a team player with great energy and enthusiasm and 
possessing a unique set of gifts, to serve as the Associate for Generosity, Communications, and 
Discipleship.  The ideal candidate would be a lover of people,  highly organized, able to motivate others,  
a creative thinker, and  have a proven record with financial development.  Experience in the non-profit 
sector (with public relations, and communications as well as Church experience, either as an active 
member of a congregation or as an employee), is a plus. We are looking for someone who likes a 
challenge, who is willing to learn new things and is able to evolve as conditions change.  

<<<<<<<<<<<  >>>>>>>>> 
 

The Mission of Generosity is to encourage every member to support the church with time, talent, and 
treasure, with a joy that surpasses duty. 
 
Specific duties in this area would include but not be limited to: 

 Develop a year around program of generosity, including not only the financial aspects, but time 
and talent through volunteer opportunities. 

 Recruit, staff, and manage volunteer-led annual pledge appeal which funds the operating 
budget of the congregation.   

 Support and develop the Legacy Society, our Planned Giving Program 
 Oversight of and coordination of  fundraisers 
 Maintain records, track trends, provide data analysis 
 Cooperate with Diocesan peers when appropriate, attend and encourage attendance of key 

parish leaders at appropriate Diocesan conferences 
 Build volunteer teams to support each aspect of the mission (with Generosity, and also with 

Communications, and Discipleship) 
 
The Mission of Communications focuses on developing ways for the membership to communicate 
effectively within the congregation and also on how the church can engage and interest the larger 
community. 
 
Specific duties in this area would include but not be limited to the following areas, which may be 
accomplished via hands-on involvement or by recruiting volunteers 

 Make sure the web site stays current and is engaging 
 Utilize church Facebook page, and develop additional social media opportunities 
 Assist/oversee eNews along with weekly bulletin announcements 
 Help develop and maintain standard “branding” and protocols across platforms 
 Advertising and publicity in social media etc. 



The Mission of Discipleship is to make new disciples and to help everyone grow in discipleship. The 
Associate would help the congregation reach out and invite people who do not have a church home to 
come and participate, welcome guests into the church community, and incorporate new members into 
the ministries of the congregation. Also, connecting current members to meaningful ministries, and 
working with ministry leaders to recommend volunteers is an important part of the job. 
 
Specific duties in this area would include but not be limited to: 

 Invite, welcome, and incorporate new members especially by helping every member embrace 
their role as ambassadors and by building teams to contact newcomers and guests 

 Develop newcomers’ programs and inquirer’s programs  
 Develop new programs to inspire existing members and facilitate growth in spiritual 

commitment through personal involvement. 
 Develop and encourage a more focused effort to solicit volunteerism throughout the 

congregation 
 Coordinate Volunteers  (maintain and share lists of current volunteers, help with recruitment, 

incorporate new and current members in ministries) 
 Create periodic opportunities for fellowship within the congregation (dinners, special events etc) 

by building a “hospitality team.”  
 

 
 

A competitive salary and a good benefits package (medical insurance and pension) are offered by the 
church. Employment is dependent upon satisfactory references and completion of mandated 
background checks. The position is full-time. 
 

Contact:  The Rev. Bo Millner, 8 N. Laurel Street, Richmond, Va.  23220  bmillner@ghtc.org     
 

mailto:bmillner@ghtc.org

