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POSITION DESCRIPTION 

For 

The Foundation for the Episcopal Church in Wyoming 

 

EXECUTIVE DIRECTOR  

 

“Helping the Episcopal Church in Wyoming grow in depth and breadth” 

 

 

Overview 
 

The Executive Director is responsible for guiding and implementing all Foundation activities toward 

achieving the purposes and mission of the Foundation, which is supporting the ministry of the 

Episcopal Church in Wyoming, as stated in the bylaws, and as approved within the guidelines 

established by the Board of Directors.  

 

This position provides direction, maintains effective and efficient management, and develops and 

implements a vision to come alongside the local churches of the Episcopal Church in Wyoming to 

enable them to grow in depth and breadth through the Foundation’s support.  The Executive Director 

will achieve productive performance with forward and visionary momentum, working with the board 

of directors and the diocesan staff.  The Executive Director will foster a close relationship with each 

church as they begin to develop and implement their projects for the increase of and benefit to God’s 

Kingdom.   

 

This is a full-time position, based out of Casper, WY, that will report directly to the Bishop of 

Wyoming (Chairperson) and the Board of Directors of the Foundation, and work closely with the 

Canon for Finance and Administration. 

 

Context 

 

The Foundation has historically done outstanding work to financially assist churches to serve those 

in need in their communities by supporting outreaches of all types, as well as in developing and 

maintaining their church properties.  In this regard, the Foundation is instrumental in enabling the 

Diocese and its churches to grow.  As we look to the Foundation’s next phase, we will look to 

increasingly assist the local churches in the Diocese to grow in depth and breadth through 

Foundation’s strategic granting and field consulting. 

 

This will entail the Foundation coming alongside our churches to support and inspire them toward 

thriving, to nurture vitality, encourage innovation, and to support new expressions of church.   

 

The Executive Director will need to foster a close relationship with each local church as they begin 

to develop and implement their vision for the increase of and benefit to God’s Kingdom.  As the 

churches are led to dream, discern, and create fresh ways to grow their churches, the Foundation will 

strategically partner with the churches to empower them toward this end.  As Foundation resources 

are allocated to the churches, the Executive Director will work closely with them to enable them to 

implement their local ministry vision most effectively, providing encouragement, guidance and 

expertise whenever needed.   
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Working Relationships 

 

The Executive Director will be responsible to the Board of Directors for the overall operations of the 

Foundation, working closely with the Bishop (chairperson), and to the Chairs of the various board 

committees. 

 

The Foundation is critical player in the diocese’s ministry and therefore the Executive Director will 

be a strategic member of the Diocesan team that is focused on helping our churches throughout the 

diocese thrive in depth and breadth.  This will entail working closely alongside other members of the 

diocesan team to explore and develop with each church the most effective ways that can lead toward 

growth.   

 

More specifically, the Executive Director will work in close collaboration with the Canon for 

Finance and Administration regarding administrative and financial matters, and liaise with the 

Canon for Mission, Outreach and Evangelism in regard to the ministry of our local churches. 

 

 

Specific Responsibilities 

 

1. Work with the individual churches in the diocese to help them utilize Foundation funding 

that is available to them to help them grow in depth and breath.  This will include, but is not 

limited to, traveling to each of our congregations and working with them to develop their 

ministry vision and resulting projects/programs. This will require the “ministry of presence” 

in our congregations to help them discern who God is calling them to be. 

 

2. To be the primary liaison between the Foundation and the Diocese and its churches. 

 

3. In coordination with the Canon for Finance and Administration, ensure that the Foundation is 

complying with and updating accounting and investment practices.  

 

4. Working closely with the committees of the Board the Directors, the Canon for Finance and 

Administration and the Bishop, to ensure the longevity of our current assets as well as 

cultivate and develop new assets for the Foundation. 

 

5. Works closely with the Chairman (Bishop) in planning new policies which will further the 

establishment and attainment of the missional objectives of the Foundation.  

 

6. Provides leadership with vision, inspiration and direction.  Provides a motivational work 

environment for the Foundation with clear mission, goals and plans. 

 

7. Participates in all meetings of the Board, but holds no voting power.   

 

8. Communicates regularly with the Chairman.   

 

9. Responsible to see that minutes are recorded and transcribed for each Board Meeting. 

 

10. Provides leadership for the Foundation in developing corporate strategies to accomplish the 

mission.  
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11. Facilitates long-range planning.   

 

12. Is responsible for implementing specific policies, procedures, and programs established by 

the Board of Directors.   

 

13. Acts as a spokesman on behalf of the Foundation in media contacts, interviews, press 

releases, etc.   

 

14. Maintains effective relationships with other Churches (i.e. denominations), non-profits, and 

foundations (faith-based, public and private), to see that the perception of the Foundation is 

enhanced and consistent with the image that properly represents the Episcopal Church of 

Wyoming. 

 

15. Plans and conducts public relations programs, projects and services which will enhance 

public awareness and appreciation of the Episcopal Church in Wyoming’s outreach and 

ministry related to the Foundation’s activities.  

 

16. Together with the Canon for Finance and Administration, uses legal and financial counsel to 

enhance and protect the Foundation. 

 

17. Receives and helps to develop all grant proposals for the Grants Committee, for presentation 

to the board of directors. 

 

18. Prepares reports, information and recommendations on grant proposals which are to be 

considered and voted on by the board of directors.  

 

19. Develops all follow-up materials and communications for the Foundation, and responses to 

grant applicants after board meetings during which grant requests have been considered. 

 

20. Together with the Canon for Finance and Administration, ensures the planning and 

arrangements for all details and facilities in connection with board meetings. 

 

21. Maintains frequent contact with board members and provides pertinent information to 

Chairman and/or Board on same. 

 

22. Works with the Canon for Finance and Administration to develops and ensure accountability 

of the organizational budget. 

 

23. Insures that all funds, physical assets, and properties of the Foundation are appropriately 

safeguarded and protected.  This includes working with the Canon for Finance and 

Administration to guarantee security for all files, legal and historical documents, 

correspondence and financial data. 

 

24. Personally carries a strong servant-leader image with sound management principles to all of 

the Foundation’s publics, including churches, other grantees, the general public, and other 

foundations. 

 

25. Executes all of the organizational policies made by the Board of Directors. 
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Qualifications 

 

1. The successful candidate will have the skills, experience, vision and passion for engaging 

with churches toward seeing them grow in depth and breadth. 

 

2. The individual qualifying for this position must be an active member of The Episcopal 

Church, with a mature Christian faith demonstrated in their daily life, including a record of 

integrity. 

 

3. A deep understanding and commitment to the Episcopal Church and its theology. 

 

4. He/she must also have an in-depth knowledge of local church ministry. 

 

5. He/she must have the appropriate educational background, requiring at minimum of a B.A. 

degree, and preferably a Master’s degree. 

 

6. He/she must have demonstrated the ability to work as a team player in previous positions. 

 

7. He/she must have a successful leadership background, and preferably have held the 

responsibility as the senior staff member in either a church (i.e. rector) or a non-profit (i.e. 

CEO or Executive Director). 

 

8. He/she must be conversant, or willing to become conversant, with the history and ministry of 

the Episcopal Church in Wyoming.  

 

9. He/she must be familiar with Wyoming, understanding both the opportunities and challenges 

of church ministry in the state. 

 

10. He/she will be willing and able to spend considerable amounts of time traveling by car 

throughout Wyoming, visiting with our churches.  

 

 

This is a full-time position with a competitive compensation package including full benefits.  

 

 

TO APPLY: 

 

Interested candidates should send their CV/resume with a cover letter to Jessica Reynolds, 

Canon for Finance and Administration for The Episcopal Church in Wyoming - email: 

jessica@wyomingdiocese.org 


