
 

Tasks for Communications 

Assistant Interview 

Thanks for taking part in this interview process – albeit online.   

There are three parts to task, with an opportunity for you to show abilities in Word, Powerpoint and 

Social Media. You’ll find the files for each task on the website at www.trinitychurches.org/comms. You’ll 

need to think about how to use the time so if you don’t finish do as much as you can.  

 We’re asking you to email back the finished files within an hour of your agreed start time. Please email 

and attach the files to phil.cansdale@trinitychurches.org.  

 

 

ONE. MICROSOFT WORD 

We’ve just about finished the service sheet for Remembrance Sunday. 

Most of the words are there already, but we need to put the song words 

in. Can we get you to do that please?  

 

1. There’s a Microsoft Word file called “1. Remembrance Sunday 

service”. That’s the one to amend.  

2. There’s a document called “1. Song words for Remembrance Service Sheet” from which you 

can cut and paste the words for the songs.   

3. You’ll see in the words document that alongside each song is the copyright details which is 

the info about who wrote it etc. You will need to include those details in small font at the 

bottom of each song.  

4. For our printer and so we don’t waste paper orders of service can only be four pages long. 

5. Make sure you save the file in Word when you’ve finished with it. Can you please save a PDF 

copy of that too please which we’d usually send out to those involved in the service.  

 

FILES TO SEND BACK:  

 Microsoft Word file of Service Sheet 

 PDF file of Service Sheet 

  

mailto:phil.cansdale@trinitychurches.org


 

TWO. MICROSOFT POWERPOINT 

We’re going to be using some words at Remembrance Sunday services on powerpoint which 

we’ll use on the three big projection screens at church.  

(1) There’s a powerpoint file called “2. Blank Powerpoint Slide.” That’s the one to amend 

please.   

(2) We are looking for one slide only. Remember to make sure the words on the powerpoint 

are large enough for people to be able to read from a distance.  

(3) You can type the words directly, or you can find them in the file called “2. Remembrance 

Sunday words for powerpoint slide”. 

(4) We would usually use a suitable graphic background rather than plain white. Can you put 

a similar background in? On this occasion have a look on google or similar for something 

which would look suitable?  

(5) Don’t forget to save the file in Powerpoint when you’ve finished with it. And if you can 

save it as a JPG graphic image as well, as that’s the format our new livestreaming 

software uses. Thanks! 

 

 
Jesus said “Greater love has no-one than this, to lay down one’s life for one’s friends” (John 
15:13)  
 
They shall not grow old,  
as we that are left grow old.  
Age shall not weary them,  
nor the years condemn.  
At the going down of the sun, 
and in the morning.  
We will remember them.  

We will remember them. 

 
 
 

FILES TO SEND BACK:  

 Powerpoint slide for Remembrance Sunday 

 JPG format image of that slide for our Livestreaming Software 

  



 

THREE. SOCIAL MEDIA  

Christmas is coming up. It’s normally a busy time in the life of churches, and though this year is 

going to look very different there’s still a lot we can be communicating.  

We’d like you to design a social media graphic as a ‘taster’ for Christmas. This will go out on the 

church’s social media as well as the basis for something on the website. We engage with a  lot 

of families at Christmas, so please make sure it’s the sort of thing which might speak to people 

of different ages. 

Please design this in whatever programme you might have. Microsoft Programmes like 

Powerpoint or Word which we’ve used already would work fine. If you have Publisher, or 

graphic programmes, you might want to use those.  

 

Shape and Size: We know there are lots of different social media picture shapes and sizes. For 

this one please design a SQUARE graphic at a suitable resolution for social media.  

Words on the graphic: “Comfort and Joy at Christmas?” and “Find out more at 

www.trinitychurches.org” 

Background Graphics: Try and find suitable picture(s) alongside the words and theme above. 

For online social media graphics we use the website www.pexels.com which has a very large 

stock of copyright-free graphics.  

Trinity Churches Brand: In keeping with our brand design we’re asking you to include two 

small elements on the finished graphic :  

• The “Trinity Churches” logo. Take your pick from one of these two depending on what background 

you’re using.  

 

 Trinity Logo #1   Trinity Logo #2 

 

• The “Faith, hope and love” graphic element. Again, take your pick from one these three depending on 

what background you’re using.  

  

Faith hope Love 1   Faith hope Love 2 

Faith hope Love 3 

 

 

 

FILES TO SEND BACK:  

 JPG / PNG / SUITABLE GRAPHIC FILE OF SOCIAL MEDIA  

http://www.pexels.com/

