
Building a Communication Office 

Step 1 - The Why: Start with Solid Strategy 

Determine a clear mission for the communication effort. Consider the reason you want or need a 
communications office. Take time to reflect on  how communications work will complement your 
congregation's overall vision, mission and charism. Create overall goals for the department, as well 
as specific expectations on how communications will work with other departments.

Step 2 - The Who: Know Your Audiences

Be as specific as possible in detailing your audiences and why they are important to your 
organization. Think about what you want your audiences to know  and how you want to interact with 
each audience. Understand their motives, interests, preferred media channels and knowledge of your 
congregation and incorporate this into your planning. Develop strong roots and nurture a culture of 
communication; incorporate opportunities for networking and interaction into your plan.

Step 3 - The What: Develop Intended Messages 
Create key messages and talking points and fold these into all communications efforts.

Step 5 - The When: Consider Timing of Projects 

Think about timing and create an overall timeline for various components of your communication 
work. Annual calendars help coordinate  the pieces and can foster cross-usage and re-purposing. 
Build in time for the "unexpected," knowing that crisis situations, public requests and other urgent, 
unplanned needs will require addressing.

Step 6 - The How: Include Evaluation and Adaptation
Ongoing monitoring and long-term evaluation should be built into the plan, with tasks adapted as 
needed to ensure goals are met. Utilize infrastructure tools like Microsoft Teams, Google documents 
and others, to aid in collaboration and project tracking.  Refine and alter the plan and work as 
circumstances change, and monitor feedback from audiences.
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Step 4 - The Where: Determine the Tools to Deliver Messages 
Place your messages in a mix of media that your audiences use. Websites, social media, and printed 
publications are examples. Messages can be re-purposed for different media.

Step 7 - Adaptations to Receive the Help You Need 

Consider staffing needs, including the number of staff and role responsibilities. Most communication 
functions can be scalable - expanding or contracting as needed. Short term needs can be met with 
contractors (for example graphic designers, photographers, videographers) or easy-to-use online 
tools including graphic design and video apps. Connect with peers via a member organization for 
answers and advice from people with experience.


