
THINGS TO DISCUSS WITH YOUR SECRETARY OR  

ADMINISTRATIVE ASSISTANT 

 

Here are some areas of discussion for a newly-assigned bishop and the bishop’s secretary 

(note:  this information was prepared by a veteran secretary) 

 

Mail 

Does the bishop want to open his/her own mail or have the secretary do it? 

 

Does the bishop want the secretary to open any mail that is not marked “personal” or “confidential” and 

then arrange the mail in a folder for the bishop? 

 

When the bishop is out of the office for several days at a time, perhaps the bishop would like the 

secretary to arrange the mail in order of importance, with things like newsletters and bulk mailings 

separated. 

 

Correspondence 

Use a dictating machine or some sort with a tape? 

 

Dictate directly and have the secretary take short-hand? 

 

How does the bishop want his/her signature handled with the bishop is gone?  A stamp? 

 

Phone calls/messages 

If the bishop is “in” and does not have someone in the office, should all calls be put through 

immediately? 

 

Should the secretary find out who is calling and a general idea of what they want? 

 

Should the secretary take messages on all calls? 

 

Does the bishop want to be interrupted (even in a Cabinet meeting or other important meetings) for 

some calls?  If so, which ones?   Spouse?  Immediate family?  Other bishops? 

 

 

Travel arrangements 

Does the bishop want the secretary to check on travel arrangements (such as airline schedules) and then 

have the bishop decide?  Or does the bishop want to make his/her own arrangements? 

 

Does the bishop want the secretary to make hotel reservations for the bishop? 

 

Does the bishop want a list of such travel plans to be given to anyone else (Cabinet or spouse or other 

family)? 

 



Filing 

Does the bishop want file cabinets in his/her own office, or does the bishop want the secretary to do all 

the filing with the understanding that the secretary will be able to pull any needed files right away? 

 

Are there files on clergy in the office, and how shall they be kept confidential? 

 

Are there files on churches in the office, and how shall they be kept confidential? 

 

Supplies 

Does the bishop want to give the secretary a list of supplies to order? 

 

Does the bishop want the secretary to keep certain supplies available in the office? 

 

 

Budget process for the episcopal residence 

The bishop and secretary need to know what is the pattern of maintaining the budget for the episcopal 

residence, how repair bills are paid, etc. 

 

 

Bishop’s expense account for GCFA 

This needs to be done monthly, so does the bishop want the secretary to prepare this report from receipts 

and records that the bishop provides? 

 

Does the Conference or Area Office have a fund to reimburse the bishop immediately for these monthly 

expenses and then submit them for GCFA to reimburse the Conference or Area Office?   Or does the 

bishop want to “carry” these expenses and receive GCFA reimbursement directly? 

 

 

Documents 

Where are important documents kept in the office, such a Judicial Council Decisions, Journals, General 

Minutes, etc.? 

 

 

Annual Conference 

What is the planning process for Annual Conference?  How is the bishop’s secretary involved, or who 

else should the bishop work with? 

 

 

Confidentiality 

What is the bishop’s understanding of confidentiality? 
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