
The Episcopal Dioceses of Western New York and Northwestern Pennsylvania represent a new
kind of agreement for Episcopal dioceses – established as separate entities in two different
states, we are collaborating, sharing staff, combining resources, and partnering in ministry. All
of this is with a purpose: to enhance our ability to live into God’s mission for us and spread the
Gospel of Jesus Christ in this region, which stretches up to Lake Ontario and a stone’s throw
from Canada, south through the Buffalo metro region, Lake Chautauqua, and the Allegheny
National Forest, along the shores of Lake Erie, and westward to the Ohio border. We
encompass cities, suburbs, college towns, small communities, and just about everything in
between, with nearly 90 congregations and multiple mission-focused endeavors.

We are one church. Bishop Sean Rowe serves as bishop of both dioceses, in a shared
arrangement that began in 2018 and is slated for review in 2024. More than 100 clergy and staff
serve in the combined dioceses, helping us witness to God’s love, mercy, and justice in this
region and beyond.

Missioner for Operations
This position is aimed at providing on-site service and hospitality and supporting the staff in
carrying out extensive operations, programs, congregational work, and ministries throughout
the region.

The Missioner for Operations will operate mainly out of the Tonawanda, NY office (with  work in
the Erie, PA office) and will report to the Chief Operating Officer/Canon for Strategy.

Scope of Work
Hospitality

● Maintain a welcoming environment and a professional atmosphere at the diocesan
centers, including greeting visitors and offering hospitality in the Tonawanda

● Manage the phone communication system, including updating recorded messages,
answering calls, taking messages, connecting people with appropriate staff, and
responding to messages in a timely manner.

● Coordinate building use requests for both offices, updating signage, and, working with
the sexton, ensuring requested room set up and other related details.

Administrative Support
● Providing general administrative support, including sorting and distributing mail,

purchasing and maintaining office supplies, and taking meeting notes as requested.
● Process requests and issue licenses for lay ministries, keeping appropriate records.
● Maintain Partnership calendar.
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● Provide administrative support to the COO/Canon for Strategy.
Events Coordination

● Support the planning and execution of partnership events and liturgies, including
arranging for catering and other food needs, handling registration, coordinating venue
details, assisting with hotel reservations, and creating certificates, as needed.

● Assists the Canon for Administration with preparations for Diocesan Convention,
including pre-convention materials and mailings, registration, equipment needs,
coordinating with communications team, assisting with technology and presentations,
and post-convention materials.

Record and database management
● Maintain clergy, lay leadership, and congregational files and records, including

training/certification requirements and compliance.
● Populate and maintain Diocesan and Partnership databases.
● Update and distribute directories and cycles of prayer.
● Initiate background checks as requested by Canons, maintain records, and track

compliance of clergy and diocesan employees.
Communications

● Coordinate with the communications team to maintain the Partnership website,
ensuring content is accurate and current.

● Assist with creation of diocesan publications, annual journals, bulletins, maillings, and
announcements.

● Maintain the church “asset map”.

Other
● Note that this description of the work does not contain a comprehensive listing of all

activities, duties, or responsibilities that will be required of the employee in this position.
● This position will have occasional need for evening/weekend work, such as during

Diocesan Convention. Comp time may be granted with the approval of the COO/Canon
for Strategy.

● This position will involve periodic day and overnight travel to the Erie office as well as to
locations around the geographic areas of the Partnership.

Qualifications and Competencies
● Ability to work on or learn Mac OS
● Detail oriented
● Collaborative team member with sensitivity to the needs and working styles of

others
● Strong verbal and written communication skills
● Ability to be discrete and observe strict confidentiality
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● Ability to plan and organize effectively, perform tasks without supervision, and be
attentive to deadlines

● Ability to deal with a variety of people and situations; attentive to the pastoral needs
of visitors, callers, etc.

● Typing/keyboard skills for composition and date entry.
● Efficient use of Microsoft Word, Excel/spreadsheet applications, Google mail, and

Google docs; will be trained for website updates, database management, and other
job-specific computer use that builds on foundational skills

● Have or develop basic understanding of Episcopal Church polity, including
structures, governance, ministries, and mission

Compensation
Salary range is $33,000 to $37,000 with a full package of benefits.

To apply, please send a cover letter and resume to Canon Vanessa Butler at
vbutler@episcopalpartnership.org.
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