UnityReach Global Communications Director
Complete Responsibilities: August 2026–January 3, 2029
Position purpose
The Communications Director is responsible for ensuring that UnityReach Global communicates clearly, professionally, consistently, and respectfully with volunteers, donors, churches, partners, the public, Haitian community leaders, and the media.
The Communications Director oversees all official communications before, during, and through the final day of the 2028–2029 Cap-Haïtien Mission.
The Director reports to the Executive Director and Deputy Executive Director and works closely with:
· Mission Director 
· Volunteer Director 
· Partnerships Director 
· Finance Director 
· Medical Director 
· Evangelism Director 
· Education Director 
· Humanitarian Relief Director 
· Water and Sanitation Director 
· Logistics Director 
· Safety Officer 
· Administrative Coordinator 
· Department coordinators 
· Haitian communications partners 
· Photographers, videographers, translators, designers, and social-media volunteers 
Primary objectives
The Communications Director must:
1. Protect and strengthen the UnityReach Global brand. 
2. Recruit and inform 100–200 volunteers. 
3. Support the “Each One, Reach One” campaign. 
4. Communicate accurately with donors and partners. 
5. Promote every mission program. 
6. Keep volunteers informed and prepared. 
7. Protect beneficiary dignity and privacy. 
8. Manage approved photography, video, interviews, and testimonies. 
9. Coordinate multilingual communications. 
10. Respond appropriately during emergencies. 
11. Document the mission’s impact. 
12. preserve an organized communications archive. 
Authority and limitations
The Communications Director may:
· Manage approved communications channels 
· Prepare announcements and campaign materials 
· Coordinate photographers, videographers, designers, and translators 
· Recommend communications policies 
· Review content before publication 
· Manage the communications calendar 
· Request program updates from department directors 
· Remove or pause unapproved public content 
· Recommend communications volunteers 
· Manage media inquiries 
· Issue routine approved announcements 
· Activate crisis-communication procedures with leadership approval 
The Communications Director may not independently:
· Announce major organizational decisions 
· Change mission prices, dates, payment terms, or eligibility 
· Speak about confidential medical or safeguarding cases 
· Promise funding, aid, employment, admission, travel, or services 
· Release private volunteer or beneficiary information 
· Publish emergency details that could endanger the team 
· Sign contracts without authorization 
· Respond publicly to legal accusations without leadership guidance 
· Represent clinical opinions without Medical Director approval 
· Use children’s or patients’ stories without proper authorization and consent 
Communications team structure
The Director should develop a communications department capable of supporting 100–200 volunteers.
Recommended team:
· Communications Director 
· Deputy or Assistant Communications Director 
· Communications Administrative Coordinator 
· Public Relations and Media Coordinator 
· Social Media Coordinator 
· Website and Digital Content Coordinator 
· Graphic Design Coordinator 
· Photography Coordinator 
· Video Production Coordinator 
· Storytelling and Testimony Coordinator 
· Email and SMS Communications Coordinator 
· Haitian Creole Translation Coordinator 
· French Translation Coordinator 
· Spanish Translation Coordinator 
· On-site Communications Team Leaders 
· Volunteer photographers and videographers 
· Content writers 
· Livestream technicians 
· Data and media archivist 
The final number of communications volunteers should be based on the number of programs operating simultaneously.
Phase 1: Foundation and organization
August–December 2026
The Communications Director will establish the complete communications foundation.
Organizational responsibilities
· Review UnityReach Global’s mission, values, programs, leadership, and humanitarian standards. 
· Review the Master Operations Handbook and Brand Standards Manual. 
· Meet with the Executive Director and department directors. 
· Establish the communications approval process. 
· Create the communications department structure. 
· Develop job descriptions for communications personnel. 
· Recruit the initial communications leadership team. 
· Establish weekly or biweekly leadership meetings. 
· Create a department budget. 
· Identify equipment, software, staffing, printing, and translation needs. 
Brand management
· Audit the current UnityReach Global logo, colors, typography, photography, and messaging. 
· Create approved templates for posters, presentations, letters, social media, emails, reports, certificates, and signage. 
· Create rules for logo placement and unauthorized logo use. 
· Establish appropriate image and storytelling standards. 
· Ensure all branding communicates dignity, partnership, faith, and professionalism. 
· Prevent exploitative poverty imagery or misleading claims. 
Website responsibilities
Work with the website team to review:
· Homepage 
· About page 
· Mission page 
· Volunteer registration 
· Each One, Reach One campaign 
· Donation pages 
· Program descriptions 
· Leadership information 
· Frequently asked questions 
· Contact forms 
· Language selection 
· Training portal 
· Privacy and media policies 
Verify that mission dates, prices, payment schedules, and program information are consistent throughout the website.
Communications channels
Establish or organize:
· Official email accounts 
· Email newsletter 
· Facebook 
· Instagram 
· YouTube 
· TikTok, if approved 
· WhatsApp or Telegram information channels 
· SMS notification system 
· Press-contact email 
· Shared communications calendar 
· Secure media storage 
· Content-approval tracker 
Launch materials
Prepare:
· Official mission announcement 
· Registration-opening campaign 
· Volunteer recruitment brochure 
· Frequently asked questions 
· Donor introduction packet 
· Church announcement package 
· Social-media launch kit 
· Email announcement series 
· Mission overview video 
· Multilingual campaign materials 
· October 1, 2026 registration-opening countdown 
Phase 2: Registration and recruitment launch
October 2026–March 2027
Registration campaign
The Communications Director must promote the opening of registration and explain:
· Mission dates 
· Cap-Haïtien location 
· Volunteer contribution amounts 
· Application and acceptance process 
· Available volunteer roles 
· Mission programs 
· Participation expectations 
· Payment schedule 
· Each One, Reach One campaign 
· Training and deployment requirements 
Each One, Reach One campaign
The Director will manage the public communication for:
50 + 50 = 100 Volunteers
Responsibilities include:
· Explain how referral codes, links, and QR codes work. 
· Create recruitment scripts for volunteers. 
· Develop social-media sharing templates. 
· Prepare email and text invitations. 
· Publish campaign-progress updates. 
· Recognize recruitment achievement levels. 
· Feature approved volunteer stories. 
· Promote responsible recruitment without pressure or spam. 
· Ensure no one promises automatic acceptance. 
· Work with the Volunteer Director to correct inaccurate recruitment information. 
Recruitment content calendar
Create weekly content covering:
· Why volunteers should participate 
· Medical and humanitarian needs 
· Children’s and youth programs 
· Community meals 
· School-support programs 
· Clean-water project 
· Bible studies and evangelism 
· Volunteer testimonies 
· Haitian community partnerships 
· Frequently asked questions 
· Application deadlines 
· Fundraising guidance 
· Referral recognition 
Church and partner communications
Prepare communication kits for:
· Local churches 
· Haitian churches 
· Seventh-day Adventist churches 
· Florida Conference 
· Southeastern Conference 
· Hospitals and clinics 
· Universities 
· Schools 
· Businesses 
· Foundations 
· Community organizations 
Each kit should include:
· Cover letter 
· Mission overview 
· Volunteer opportunities 
· Donation opportunities 
· Sponsorship levels 
· Approved announcements 
· Posters and digital graphics 
· Presentation slides 
· Website and QR-code information 
Phase 3: Fundraising and partnership communications
April–December 2027
Donor communications
Develop:
· Annual fundraising campaign 
· Monthly donor newsletter 
· Sponsorship package 
· Program-specific donation appeals 
· Giving Tuesday campaign 
· Year-end giving campaign 
· Church offering campaign 
· Business sponsorship campaign 
· Medical-supply donation campaign 
· School-supply campaign 
· Hygiene-kit campaign 
· Clothing and shoe campaign 
· Clean-water fundraising campaign 
· Volunteer scholarship campaign 
Transparency requirements
Every appeal must clearly explain:
· Purpose of the campaign 
· Intended use of funds or supplies 
· Whether donations are restricted or unrestricted 
· Approved donation method 
· Tax-deductibility language authorized by the organization 
· Contact information 
· Reporting process 
· Limitations or deadlines 
The Communications Director must coordinate financial claims with the Finance Director.
Partner recognition
Create approved recognition options:
· Website recognition 
· Social-media appreciation 
· Event signage 
· Sponsor banners 
· Program acknowledgments 
· Newsletter features 
· Post-mission impact report 
· Private recognition when requested 
Never publish a donor’s name, contribution, or contact information without permission.
December 2027 deposit communication
Prepare:
· Deposit announcement 
· Payment instructions 
· Payment deadline reminders 
· Frequently asked payment questions 
· Fraud-prevention warning 
· Payment confirmation message 
· Payment-plan support instructions 
· Missed-deadline communication 
All payment information must be reviewed by the Finance Director.
Phase 4: Volunteer preparation and mission storytelling
January–June 2028
Volunteer communications
Create a consistent volunteer communication schedule containing:
· Monthly mission update 
· Training announcements 
· Payment reminders 
· Document deadlines 
· Passport reminders 
· Department-assignment updates 
· Fundraising resources 
· Health and travel preparation reminders 
· Each One, Reach One updates 
· Leadership introductions 
· Frequently asked questions 
Payment milestones
Coordinate official communications for:
· February 2028 payment 
· April 2028 payment 
· June 2028 final payment 
Communications must distinguish between:
· Amount due 
· Due date 
· Payment received 
· Partial payment 
· Approved payment arrangement 
· Overdue payment 
· Financial-assistance inquiry 
· Final balance 
Do not send sensitive financial details through public or insecure channels.
Program storytelling
Work with each Department Director to develop accurate stories and updates about:
· Medical preparation 
· Dental and vision outreach 
· School tuition assistance 
· School supply kits 
· Hygiene kits 
· Community meals 
· Clean water 
· Children’s ministry 
· Youth ministry 
· Clothing distribution 
· Humanitarian relief 
· Bible studies 
· Evangelistic crusade 
Each story must identify:
· Program objective 
· Community partnership 
· Volunteer roles 
· Fundraising need 
· Expected impact 
· Consent requirements 
· Approved call to action 
Phase 5: Final operational preparation
July–September 2028
Communications readiness
The Communications Director must finalize:
· On-site communications plan 
· Daily content schedule 
· Emergency communications plan 
· Media policy 
· Photography assignments 
· Video assignments 
· Livestream plan 
· Interview procedures 
· Translation assignments 
· Equipment list 
· Backup equipment 
· Internet and data plan 
· File backup procedures 
· Approval workflow 
· Communications command structure 
· Program-site coverage schedule 
Communications equipment
Inventory and test:
· Cameras 
· Video cameras 
· Lenses 
· Tripods 
· Microphones 
· Lighting 
· Memory cards 
· Batteries 
· Chargers 
· Power banks 
· Extension cords 
· Laptops 
· Mobile phones 
· Portable internet devices 
· Hard drives 
· Card readers 
· Protective cases 
· Press badges 
· Consent forms 
· Release forms 
Every item should have:
· Inventory number 
· Assigned custodian 
· Condition 
· Check-out date 
· Return date 
· Replacement value 
· Backup plan 
Communications volunteer assignments
Assign personnel to:
· Airport coverage 
· Arrival documentation 
· Medical outreach 
· Dental outreach 
· Vision outreach 
· Community meals 
· Education programs 
· Children’s programs 
· Youth programs 
· Water project 
· Clothing distribution 
· Bible studies 
· Crusade 
· Volunteer fellowship activities 
· Daily editing 
· Social-media publishing 
· Translation 
· Media archiving 
No communications volunteer should enter a clinical or restricted area without authorization.
Phase 6: Volunteer training and final deployment preparation
October–December 13, 2028
Communications training
The Communications Director will teach or coordinate:
· UnityReach Global brand standards 
· Photography and video consent 
· Child protection 
· Patient privacy 
· Respectful storytelling 
· Social-media policy 
· Interview techniques 
· Crisis communications 
· Data protection 
· Media equipment handling 
· File naming and backup 
· Content-submission workflow 
· Approval requirements 
· Haitian cultural sensitivity 
· Basic Haitian Creole communication 
· Prohibited content 
Final communications package
Complete:
· Volunteer travel communications 
· Airport instructions 
· Emergency contacts 
· Packing reminders 
· Uniform and identification instructions 
· Final mission schedule 
· Communication-channel instructions 
· Family contact guidance 
· Housing communication 
· Transportation communication 
· Media consent reminders 
· Social-media posting rules 
· Out-of-office responses 
· Press holding statements 
Final media approvals
Before departure:
· Confirm all scheduled posts. 
· Approve templates for daily updates. 
· Confirm who may publish. 
· Confirm who may speak to media. 
· Confirm escalation contacts. 
· Confirm interpreter assignments. 
· Test cameras and storage. 
· Test internet connections and backup options. 
· Back up all templates and contact lists. 
· Confirm that emergency communications can operate without normal internet service. 
Departure day
December 14, 2028
The Communications Director will:
· Arrive before the volunteer check-in time. 
· Coordinate airport signage and welcome desk branding. 
· Confirm communications-team attendance. 
· Document authorized departure activities. 
· Avoid photographing passports, boarding passes, or private documents. 
· Provide volunteers with official communication-channel reminders. 
· Coordinate approved group photographs. 
· Publish the departure announcement after operational approval. 
· Monitor flight changes with the Logistics Director. 
· Correct misinformation. 
· Maintain communication with designated family contacts and leadership. 
· Secure media equipment during travel. 
· Ensure no sensitive travel information is posted in real time. 
· Document arrival only when approved by the Safety Officer. 
Mission operations
December 15–23, 2028
Daily responsibilities
Every mission day, the Communications Director will:
Before activities
· Attend the leadership briefing. 
· Confirm the approved daily schedule. 
· Review safety and security conditions. 
· Assign communications personnel to program locations. 
· Confirm interpreters and consent materials. 
· Check equipment and batteries. 
· Identify sensitive or restricted areas. 
· Confirm the day’s approved messages. 
· Review any crisis-communication restrictions. 
During activities
· Supervise photography, video, interviews, and storytelling. 
· Ensure consent procedures are followed. 
· Protect children, patients, and vulnerable individuals. 
· Work with department directors before documenting specialized services. 
· Prevent unauthorized livestreaming. 
· Collect accurate program information. 
· Record approved volunteer and community testimonies. 
· Monitor official social-media channels. 
· Correct false information. 
· Respond to routine media inquiries. 
· Refer sensitive inquiries to executive leadership. 
· Maintain secure file transfers and backups. 
After activities
· Collect all photographs, videos, interview notes, and program statistics. 
· Confirm that content has appropriate consent. 
· Remove or quarantine questionable content. 
· Complete the daily media archive. 
· Prepare an approved daily mission update. 
· Submit statistics to the appropriate director for verification. 
· Translate approved public content. 
· Publish only after the required review. 
· Attend the evening debriefing. 
· Document communications problems or incidents. 
· Prepare the next day’s content assignments. 
Program-specific responsibilities
Medical, dental, and vision outreach
· Obtain clinical leadership approval before entering care areas. 
· Never publish patient records, screens, diagnoses, prescriptions, or identifying information without authorization. 
· Use consent procedures appropriate to the situation. 
· Avoid photographing people in distress. 
· Verify medical claims with the Medical Director. 
· Never identify a patient by full name without approved consent. 
Children’s and youth programs
· Follow safeguarding policies. 
· Obtain authorized parental or guardian consent. 
· Avoid full names and precise locations. 
· Never photograph children changing clothes, receiving private care, or experiencing distress. 
· Ensure communications staff are never isolated with a child. 
Distribution programs
· Document the program without humiliating recipients. 
· Avoid creating images that portray beneficiaries as props. 
· Do not publicly show beneficiary lists. 
· Do not interrupt distribution lines for staged photographs. 
· Verify distribution totals before publishing. 
Clean-water project
· Coordinate technical statements with the Water and Sanitation Director. 
· Avoid claiming water is safe until qualified testing and approval are complete. 
· Document construction milestones and community participation. 
· Explain sustainability and local ownership. 
Evangelistic crusade
· Coordinate stage announcements, livestreaming, photography, and video. 
· Confirm music, testimony, and speaker permissions. 
· Protect individuals responding to personal spiritual appeals. 
· Coordinate baptism coverage with pastoral leadership. 
· Never publish baptism numbers until verified. 
· Provide appropriate follow-up information. 
Crisis communications responsibilities
During an emergency, the Communications Director will:
1. Stop routine scheduled communications when directed. 
2. Report to the emergency leadership structure. 
3. Verify facts before communicating. 
4. Protect identities and locations. 
5. Prepare a holding statement. 
6. Monitor rumors and misinformation. 
7. Coordinate internal updates. 
8. Coordinate family communications through authorized leadership. 
9. Refer media inquiries to the approved spokesperson. 
10. Record what was communicated, by whom, and when. 
A suitable initial holding statement is:
UnityReach Global is aware of the situation and is working with mission leadership and appropriate local partners. The safety and well-being of our volunteers and community partners remain our priority. We will provide verified information when it is appropriate and safe to do so.
The Communications Director must not speculate, assign blame, release names, or publish unverified casualty or incident information.
Volunteer fellowship and vacation period
December 24, 2028–January 2, 2029
The Communications Director remains on duty, although coverage may be reduced.
Responsibilities include:
· Publish an approved conclusion of the service period. 
· Thank volunteers, partners, churches, donors, and Haitian leadership. 
· Document authorized fellowship activities. 
· Continue enforcing media and privacy policies. 
· Remind volunteers that the Code of Conduct remains active. 
· Monitor official social channels. 
· Prevent publication of unsafe real-time locations. 
· Back up all mission media. 
· Begin organizing the post-mission story library. 
· Gather volunteer reflections. 
· Obtain consent for testimonies. 
· Prepare preliminary impact summaries. 
· Document remaining activities and transportation. 
· Prepare return-travel communications. 
· Ensure communications staff receive appropriate rest. 
The vacation period is still part of the official program. Volunteers may not publish content that damages the organization, violates privacy, misrepresents Haitian communities, or compromises safety.
Final day and return
January 3, 2029
The Communications Director will:
Before airport departure
· Confirm official return instructions. 
· Publish approved travel updates. 
· Remind volunteers not to expose passports or boarding information. 
· Verify that all communications equipment is accounted for. 
· Complete the final media backup. 
· Secure storage devices and consent records. 
· Confirm communications-team headcount. 
· Coordinate the final approved group photograph. 
· Thank local partners privately and publicly as appropriate. 
During travel
· Monitor flight and transportation updates. 
· Coordinate approved delay or emergency messages. 
· Protect sensitive travel information. 
· Maintain contact with leadership. 
· Ensure equipment remains secured. 
After arrival in Fort Lauderdale
· Confirm safe group arrival with mission leadership. 
· Publish an approved “Mission Team Returned Safely” announcement. 
· Provide instructions for retrieving official photographs. 
· Remind volunteers not to publish unapproved or confidential material. 
· Collect remaining communications equipment. 
· Record missing or damaged equipment. 
· Secure all digital files and access credentials. 
· Disable temporary publishing access when appropriate. 
· Document unresolved communications issues. 
· Submit the final-day communications report. 
Required ongoing reports
The Communications Director must maintain:
· Monthly communications report 
· Social-media performance report 
· Website-content report 
· Volunteer recruitment report 
· Referral-campaign communications report 
· Donor and partner communications report 
· Translation-status report 
· Media consent log 
· Communications equipment inventory 
· Content approval log 
· Press inquiry log 
· Incident communications log 
· Daily mission communications report 
· Final mission media archive index 
Performance indicators
Performance should be evaluated using:
· Accuracy of published information 
· Volunteer recruitment engagement 
· Each One, Reach One campaign performance 
· Email delivery and engagement 
· Website traffic and conversions 
· Donor communication engagement 
· Translation completion 
· Response time to corrections 
· Percentage of published content with verified consent 
· Number of privacy or media-policy violations 
· Timeliness of daily mission updates 
· Completeness of the media archive 
· Partner and volunteer satisfaction 
· Emergency-communication readiness 
Immediate responsibilities beginning now
The Communications Director’s first 30 days should include:
1. Meet with the Executive Director. 
2. Review all UnityReach Global programs and materials. 
3. Audit the website and social channels. 
4. Create the communications department structure. 
5. Recruit initial communications coordinators. 
6. Establish the content approval process. 
7. Create the master communications calendar. 
8. Prepare the October 1, 2026 registration campaign. 
9. Organize multilingual translation responsibilities. 
10. Create the Each One, Reach One communications plan. 
11. Establish media-consent procedures. 
12. Develop the department’s proposed budget. 
13. Inventory existing brand assets. 
14. Create the first monthly communications report. 
15. Present a 90-day action plan to executive leadership. 
The Communications Director remains responsible through January 3, 2029, for accurate public information, volunteer communications, media management, community dignity, multilingual content, crisis communications, documentation, and the final safe-return announcement.

