
Episcopal Secretaries, 

 

At the gathering in San Antonio this month, one of the experiences will be a panel and 

participants dialogue with questions coming from the moderator (Ed Metzler), panelists (Bishop 

James Dorff, Joel Stanislaus, and Karen Corbitt), and participants (Episcopal Secretaries) related 

to ways that Episcopal Secretaries might be able to assist a more helpful or smoother transition 

for bishops as there are bishops leaving, retiring, newly assigned bishops arriving with some of 

them also being newly elected bishops.  We will be compiling (as best as we can) the questions 

and responses during the session to share with everyone.   

 

The planning team has asked that each of you (whether you are able to be present with us or not) 

participate pre-event by engaging your own bishop in conversation about at least a couple of 

questions you’d feel comfortable asking your bishop.  This would be a way for your bishop and 

you to shape the training event and create awareness of others helping to make transitions go 

well for bishops. 

 

Four examples of questions are: 

1) What was the most helpful to you when you arrived at your new assignment as a bishop? 

2) What was most helpful to you when you visited your newly assigned episcopal area? 

3) What would you recommend as something helpful to a new bishop when he/she arrives in 

the office? 

(This could be related to staffing, information about the conference (notebook on clergy, 

leadership, processes, calendared dates, events?  Dates already committed on behalf of 

the bishop or contact the bishop even before arrival to schedule her/him for 

events?  Providing a “windshield view” of the conference with DS’s or other staff, 

etc………) 

4) Share one thing that one of your episcopal administrative assistants (or other staff) did for 

you when you first arrived at your assignment that was most appreciated by you. 

 

There is no need to write a document on this, just one to three sentences per question will be 

most helpful (providing some clarification of the question if it is not initially clear).  Please email 

the responses to me and copy Fran (fkleeberg@gcfa.org) so we can compile these for the panel 

and moderator.  It would be most helpful to have the questions no later than the close of the day 

on Thurs of this week. Thank you for your help. 

mailto:fkleeberg@gcfa.org


1) What was the most helpful to you when you arrived at your new 

assignment as a bishop? 
 

 Having my Administrative Assistant, Deans of my Cabinet, and Directors of Connectional 

Ministries sit down with me and go over dates, expectations, and hear what I wanted to set as a 
priority of my time during my first year.  They helped me see what I could and could not do 

because of geographic distances.  

 

 Preparations by/conversations with secretary: 

o Projected calendar 

o Work flow/process/procedures 

o "This is how we've done it but it can be changed if you prefer." 

 

 The bios of the staff.  

 

 All-staff gathering to put names and faces together. 

 

 Having Cabinet retreat soon in the schedule. 

 

 The warm welcome, help that was gentle and available, a knowledgeable admin sec and conf staff 

and cabinet. 

 

 An experienced administrative assistant, who had an open, positive attitude about receiving a new 

bishop. 

 

 The key to an easy and productive transition with minimum stress is a knowledgeable assistant 

who can prioritize.  There is so much to learn at first that it was helpful to him for me to bring just 
2 or 3 important issues to him at once instead of a stack or notebook with everything at 

once.  That way he could assimilate and commit to memory a few selected issues before more 

were put in front of him. 

 

 One of the very helpful times for me as a new bishop assigned to North Carolina was the two day 

visit I had in early August. During that time I met the Cabinet, the Administrative Assistant, 

several individuals and the Bishop's Assistant.  We also were able to visit the residence we would 

be moving to in a few weeks. 
 



2. What was most helpful to you when you visited your newly assigned 

episcopal area? 

 
 Getting a chance to visit with the current bishop of the area, learning of issues currently facing the 

bishop, seeing the Episcopal residence and learning of the willingness of the committee’s 

willingness to make helpful and necessary improvements.  The Ad. Assistant was clear about how 

she saw her role and wanted to know what I expected of her and how we would be working 
together. 

 

 Opportunity to meet with Cabinet and conference staff. 

 

 To begin to put faces with names. 

 

 To get a feel for the 'culture' of the conference. 

 

 Significant amount of time spent with outgoing bishop.  

 

 To help orient incoming bishop to the conference. 

 

 To discuss/point out situations (and their history) that will need considerable attention. 

 

 The DS from each district taking me around to various churches for introductions.   The journal 

for the previous year with vision and mission statements. (which is all on line now). 

 

 Secretary driving us around the community to get an overview and having informal one-on-one 

time together. 

 

 Staying downtown to feel the culture of the community. 

 

 Cabinet dinner. 

 

 General overview without a lot of details. 

 

 Meeting staff and cabinet, time with outgoing bishop, visiting with our whole family. 

 What would you change to make the visit more helpful? 

 

 Less "what is your vision, bishop?" (hard to have one when you are very new) and more "this is 

our vision here in our conference" and we look forward to all you bring to us.  

 

 Meeting with the current bishop, being introduced to the conference staff, and being informed 

about many conference realities.  I believe a "notebook" of facts about the Annual Conference 

would be very helpful. Additional information would always be welcomed. 
 



3. What would you recommend as something helpful to a new bishop when 

he/she arrives in the office? 
 

 Discover what she/he expects of the Administrative Assistant in the daily work in the office and 

the work of the bishop.  (This would go all the way from how letters are opened, unopened, 
appointments are made, staff members are welcomed/unwelcomed without appointments, how 

calls are screened, etc.) 

 

 Small transition team to help orient incoming bishop to conference 

 

 Established plans in place for opportunities for introduction to: 

o Cabinet   

o Conference staff 

 

 Know Clergy and lay leadership in the districts - this is especially important 

 

 An orientation with all  staff.  A briefing with Directors, DS’s, and department heads is important, 

but it is important to connect with the entire staff.   Calendar items to be cleared with the Bishop 

before being made…sometimes they conflict with personal events that staff is not aware of.  

 

 Notebook with conference policies and procedures, clergy directory, conference dates. Much of 

this can be done by Web sites now. 

 

 Dates already committed on behalf of the bishop or contact the bishop even before arrival to 

schedule her/him for events.  

 

 Major things, yes, with flexibility for new bishop.  For example, a cabinet meeting already 

scheduled to introduce the new bishop to one of our connectional institutions. 
 

 If the newly assigned bishop is becoming a bishop for the very first time, more details about the 

general work need to be shared.  If the newly assigned bishop is moving from a previous 

assignment as a bishop, more particular details about the new Area need to be shared. 
 

 One of the issues that must be kept in mind is that the new bishop IS NOT the bishop of the area 

until September 1, 2012.  So, it would be most important to seek direction and approval from the 

present bishop. 



4. Share one thing that one of your episcopal administrative assistants (or 

other staff) did for you when you first arrived at your assignment that 

was most appreciated by you. 
 

 She helped me guard time for family, rest, and preparations for sermons and other events.  I 

remember hearing, “I will not schedule you to preach following a Council of Bishops meeting.”  I 
did not understand that until after the first couple Council meetings.  I had no idea of how 

exhausting these could be.  I needed time to renew before assuming my “normal” routine. 

 

 Gave me a directory of phone numbers most frequently called, how various things flowed in the 

office, and help in setting up all of my equipment.  Being hands on person, help with my new 
computer and the programs that were specifically used (by our communications person) was 

appreciated.  Help with technology will be important as it changes so quickly.  

 

 Gave us a personal tour of the city 

 

 Welcome party! 

 Having DSs meet on first day in conference building 

 

 Possibly...maybe cabinet one day, staff another, depending on size of staff and cabinet 

 The office was neat, clean, and ready for my stuff!  The staffs were gracious, friendly and open to 

both my spouse and me as people. 
 



 

 

Other helpful information: 

 
 Appointment list sorted by salary 

 Appointment list sorted by size of church (attendance) 

 Office staff, cabinet and cabinet support  staff with photos and contact information 

 Churches in the district/area (where office is located) with locations and worship times.  A map 

with markers is helpful. 

 A one-hour meeting in August with the extended cabinet…no appointments, just getting-to-

know-you. 

 List of all ordained women clergy 

 List of all ethnic clergy 

 List of all clergy 

 List of current and former District Superintendents 

 I believe it would be most helpful if the present bishop, the Episcopal Committee, and perhaps 

others would compile a transition plan that would encompass the entire plan of how the new 

bishop is welcomed.  
 

 

 

 
 


