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Bishop’s Administrative Assistant   [image: Job Posting - Incumbent, Gathering Table, Thunder Bay | Diocese of Algoma]

Company: The Diocese of Algoma (Anglican Church of Canada)
Job Type: Permanent Full Time, Mon – Fri 9:00 – 4:30
Salary Range: $47,500.00
Benefits: Health benefits and pension, 2 weeks vacation, stat holidays and 1 week vacation at Christmas
Posting Closes:  September 24, 2025
Start Date: October 15, 2025
Related Link:  https://www.dioceseofalgoma.com/
Location: 619 Wellington St E, Sault Ste Marie, ON 

The Diocese of Algoma (Anglican Church of Canada) is seeking a professionally qualified friendly, reliable and detail-oriented Administrative Assistant to support the ministry of the Bishop of Algoma. This is an in-person position in the Diocese of Algoma Synod office (downtown Sault Ste. Marie) and is a permanent, full-time position with pension and benefits pending a successful probationary period. The successful candidate will be required to perform a wide range of administrative tasks and work closely with the diocesan Executive Officer and parish leadership within the Diocese of Algoma. The Bishop’s Administrative Assistant acts as one of the points of contact for parishes, clergy as well as the wider community.  

Duties:
· Responsible for the Bishop's confidential and regular correspondence. 
· Respond to all phone, email and in person inquiries. 
· Works with the bishop to maintains the Bishop's daily appointment calendar. 
· Preparing official documents for the Bishop with respect to licensing of clergy, ordinations and confirmations and ensuring that lay and clergy appointments are up to date. 
· Maintaining confirmation, ordination registers, clergy contact database & clergy dockets regularly. 
· Attend all Executive Committee meetings, arranges accommodations and meals for members, as well as compiling and distributing the agenda and meeting materials.  
· Taking and maintaining minutes for all executive meetings. 
· Sits as a member of the Arrangements and Agenda Planning Committee for Diocesan Synod; assembles the Convening Circular with the assistance of the senior management. 
· Records the proceedings of Synod and prepares the Synod journal for publication. 
· In consultation with the Bishop, the planning of Clergy Conferences, Clergy Retreats, and Early Ministry Conferences.  
· Works with the Director of Communications for the Diocesan website, prepares and submits news releases to the Diocesan community, maintains church information pages and responds to queries via the webmaster e-mail.  
· Maintains Synod office files, including parish, Diocesan, Provincial and National information as well as personnel information.  
· Facilitates archival searches for the public. 
· Administrative support to the Executive Officer with respect to volunteer screening practices.

Qualifications:

· Familiarity with and a knowledge of the Anglican Church of Canada’s structure, polity and ecclesiology is an asset.   
· Experience in administrative or non-profit office work 
· Proficiency in English. 
· Excellent time management, organizational skills, and attention to detail. 
· Friendly, professional demeanor with ability to maintain confidentiality. 
· Have a related post secondary diploma or degree in office administration or the Executive Assistant Diploma. 
· A minimum of five years senior administrative experience. 
· Demonstrated familiarity with software programs such as MS, Excel, PowerPoint, Outlook, Adobe Acrobat, Acrobat X Pro, Publisher and Access. 
· Excellent human relations, communications (Verbal and Written), problem solving, and organizational skills. 
· Strong research, planning and analytical skills. 
· Ability to work effectively in a small office environment. 
· Willingness to learn and accept ‘all other duties’ as assigned. 
· Ability to work independently while meeting deadlines. 
· Collaborative approach to work. 
· Must be eligible to work in Canada. 

This position requires occasional attendance at evening/weekend meetings and at least two out of town meeting per year.

Please send your resume, three professional references, and a brief cover letter to Jennifer Baron 
jennifer.baron@dioceseofalgoma.com with the subject line Bishop’s Administrative Assistant. 

Only suitable candidates will be interviewed. 
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