
 

Canon to the Ordinary & Chief of Staff 

The Episcopal Diocese of Western North Carolina 

 

 

Overview 
The Canon to the Ordinary and Chief of Staff works directly with and reports to the Bishop to establish and 

maintain a healthy and effective environment to support the ministry, programs, and life of the diocese. The 

Canon engages this work by developing strong, trusting relationships with the Bishop and staff, and with clergy 

and lay leaders throughout the diocese.  

 

Responsibilities: 

 Chief of Staff: The Canon assists in overseeing the daily operations of the diocese. The Canon should 

have the ability to effectively manage individuals, encourage team work, and develop strong 

interpersonal relationships. 

o The Canon works closely with the Bishop providing counsel and advice when appropriate. 

o The Canon works closely with the diocesan staff, the Standing Committee, the Fiscal Ministries 

Committee, the Executive Council, and the Trustees of the Diocese. 

o The Canon will be responsible for coordinating the Annual Diocesan Convention.  

o The Canon has responsibility for review, revision and implementation of diocesan policies and 

procedures as needed and in consultation with the Bishop. 

o The Canon also oversees the preservation and maintenance of the diocesan office facility. 

o The Canon has administrative responsibility for scheduling staff: days off, vacation, sick days, 

continuing education and other mandated training. 

 

 Congregational Life: The Canon works directly with congregations in the diocese in managing 

transitions and assisting to facilitate congregational health, vitality, and development. This includes: 

o Managing the diocese’s transition and deployment of permanent and interim clergy, including all 

necessary processes such as search profiles, background checks, and Letters of Agreement. 

o The Canon is expected to build working relationships with transition officers throughout the 

Church, but especially in Province IV. 

o The Canon is the Bishop’s key representative to congregations and clergy in communicating the 

vision for building up the Body of Christ.  

o The Canon serves as an initial resource in times of conflict, crisis and transition; including 

working with clergy, wardens, and vestries. 

 

 

 



 Clergy Life: The Canon plays a significant role in supporting the clergy of the diocese and must be able 

to develop effective, trusting relationships. 

o Build and maintain relationships with supply clergy, overseeing any necessary 

paperwork, development or training. 

o The Canon is the conduit by which the Bishop and others are available for counsel and support 

when needed. 

o The Canon coordinates the Fresh Start program for new clergy and clergy in new assignments 

within the diocese. 

o The Canon has oversight of the Holy Orders Process, including formation programs. 

o The Canon is responsible, with the assistance of others, for the planning and managing of the 

annual Clergy Conference.  

 

Qualifications 

 Commitment to the ministry and mission of Christ 

 Maintain the highest degree of confidentiality 

 Honesty and integrity 

 Initiative, self-starter, able to function with minimal direction or direct supervision 

 Attention to detail 

 Technologically savvy 

 Financial acumen 

 Ability to multi-task and delegate when appropriate 

 Effective communicator and facilitator 

 Timely in response to inquiries or questions 

 Strong preaching and liturgical skills 

 

Education and Credentials 

 Bachelor’s Degree from an accredited institution of higher learning 

 Master in Divinity degree from an accredited seminary 

 Ordained priest in The Episcopal Church with parish experience 

 

 

Interested persons should send their cover letter, résumé, and OTM portfolio by November 30, 2016 to: 

 

The Rt. Rev. José A. McLoughlin 

Episcopal Diocese of Western North Carolina 

900 B Centre Park Drive 

Asheville, NC 28805 

 

Email: bishopjose@diocesewnc.org 


