
The Anglican Diocese of Edmonton is hiring for a new Executive Assistant to the 
Bishop 

The Diocese of Edmonton seeks to further God’s Kingdom as welcoming communities 
where Jesus’ ministry of healing, reconciliation, and new life is lived out in worship, 
loving service, and partnerships locally and around the world. The Synod Office is 
soliciting applications for the full-time position of Executive Assistant to the Bishop.  

The Executive Assistant to the Bishop is an employee of the Anglican Diocese of 
Edmonton, working under the supervision of the Bishop to provide administration in a 
collaborative and positive work environment. 

Principal duties include assisting with all aspects of internal and external 
communications; managing the Bishop’s schedule; helping to organize diocesan 
services and events; and providing administrative leadership and support to members of 
the Synod Office. 

The optimal candidate will: 

• provide professional administrative support to the Bishop through proactive 
organization of administrative tasks and management within the office 

• have experience working in an executive office in an environment that is largely 
self-directed 

• have excellent interpersonal skills including professional email and telephone 
etiquette 

• have the ability to independently triage inputs and prioritize work  
• have demonstrated flexibility in critical thinking and adaptability  
• have advanced knowledge of Microsoft Office and the Google suite, with the 

perceptibility to learn other digital programs as necessary 
• have unwavering respect for confidentiality and privacy 
• be highly organized and capable of working on multiple projects at a time 
• be attentive to detail 
• be self-motivated 
• be willing to pitch in when team effort is required 
• be familiar with Anglican liturgy, prayer books, and resources 
• have respect for the values of the Diocese of Edmonton  

Applications may be submitted by no later than November 5 to Margaret Glidden at 
churched@edmonton.anglican.ca  

While all applications will be gratefully received, only individuals selected for further 
consideration will be contacted. The successful candidate will be required to secure a 
police information check as well as a vulnerable sector check. 

  



Job Description 

The Executive Assistant to the Bishop is a full-time (40 hrs/week) position and works out 
of the Synod Office Monday-Friday. There is opportunity to work from home one day a 
week.  

To be successful in this role, the candidate must be able to succeed in a largely self-
directed role including being able to manage multiple projects, deadlines, phone calls, 
etc at one time. The candidate best suited for this position will have superior email 
communication and telephone etiquette and will be able to balance professionalism and 
compassion. The position requires an adaptable individual who possesses critical 
thinking skills and is creative in their approach to managing projects, questions, and 
concerns. It is imperative that this position be filled by someone who is comfortable in a 
professional environment and technologically competent in the full Microsoft Suite, the 
Google Suite, Adobe, and ideally has an understanding of maintaining websites. It is of 
the upmost importance that the candidate show superior judgement and discretion 
regarding confidentiality.  

Daily tasks for this position include: responding to phone and email communications; 
scheduling and managing the Bishop’s schedule; coordinating travel for the Bishop and 
invited guests; organizing conferences; preparing documents; managing a small office; 
liaison with public figures, government bodies, and international guests; and other 
general office duties. 

The annual salary for this position is $51,885 plus benefits (medical, defined benefit 
pension, life insurance, disability, and continuing education).  


