
 

 
 
 
 
Diocesan Administrative Staff Position: Open 
Position: Office Administrator 
Closing Date: Position open until filled. Start date no later than: March 1, 2026 
 
What we seek 
 
The Bishop of the Episcopal Diocese of Spokane is seeking to add a full time lay or ordained Office Administrator 
and Grant Program Assistant to her team. 
 
The candidate we seek will be 

 Organized, detail oriented, and possessing a mind for problem solving and designing efficient systems and 
workflows 

 An empathetic and courteous person, desiring to provide excellence in hospitality and the work they do 
 Enlivened by the Building Bridges; Healing Divides grant goals, and supportive of all ministry of the 

Episcopal Diocese of Spokane  
 Able to demonstrate maturity, commitment, teamwork, and communication skills 
 A person who can prioritize and flex workflow, weighing immediacy and importance, and able to manage 

multiple needs with competing priorities 
 Interested or knowledgeable in the history and ethos of the Episcopal Church, its terminology, structure 

and polity 
 
Office Administrator & Grant Program Assistant Roles and Responsibilities  
 
Administrative Support 

 Directs inquiries received via phone or email to the appropriate department or employee based on the 
nature of the request 

 Receives/sorts mail and logs incoming checks and donations, communicating with the financial officer. 

 Maintains and orders office supplies and other items pertinent to day-to-day work 

 Acts as a knowledgeable and hospitable presence to greet guests and vendors during office hours. 
Orienting guests to the building 

 Coordinates and schedules the maintenance of the Paulsen House (our offices) working with vendors to 
ensure timely and appropriate work for a historical home. 

 Organizes and maintains diocesan donor databases, internal contact lists, directories and rosters 

 Crafts, collects and distribute diocesan annual reports 

 Maintains permanent files (digital and hardcopy) 

 Acts as a resource and support to the Bishop, Canon to the Ordinary and Grant Director to complete other 
duties as assigned 

 Assists in the coordination of diocesan events, setup and production of event materials, and coordinating 
hospitality and vendors along with the Bishop’s Assistant and Communications. This Job includes a few 
weekends of work 

 Manages registration payments for events by invoicing and reconciling payments, and working with other 
staff on creating registrations 
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 Assists in large mailings, and especially with the production of the annual appeal mailing along with the 
Bishop and Communications Officer, pulling accurate giving reports and lists from the database 

 Receipts donations and sends out annual tax letters 
 
Grant Assistance 

 Minimal bookkeeping for the grant program, responsible for pulling accurate and timely reports, paying 
bills, invoicing and reconciling with regularity, but also responsible for managing the Paulsen House 
maintenance and office supply budgets 

 Take grant program notes on occasion and summarize meetings 

 Create and coordinate grant program communications, setting up zoom meetings and maintaining the grant 
calendar, reminders and resources for cohort teams 

 May sometimes prepare reports, spreadsheets and presentations 
 Maintains grant documents and archives 
 Prepares grant annual financial report 
 Attends annual grant gathering in November 

 
General requirements:  

 Supportive of the mission and ministry of the Episcopal Diocese of Spokane 
 Able to work occasional weekends and travel for work on occasion 
 Minimum 1-3 years in office work with experience in bookkeeping 

 
 
About us 
The Episcopal Diocese of Spokane seeks to be creative and compelling witnesses to Jesus Christ in the Inland 
Northwest. Our mission is to form, nurture, and develop disciples of Jesus Christ in strong communities of faith for 
the transformation of ourselves, our communities and our world. Our diocese encompasses central and eastern 
Washington and northern Idaho. We are a diocese of primarily rural and small town congregations, with a cluster 
of university towns and two major population centers. Our Thriving Congregation’s initiative grant, Building 
Bridges; Healing Divides serves as a key focus in our efforts to form disciples and strengthen communities of faith 
for the transformation of the world. Our grant goal is to advance diocesan strategic priority of creating a culture of 
listening, learning, and development; with an emphasis on each of these desired practices as a means of 
strengthening relationships, particularly among individuals and groups who differ from one another in meaningful 
ways. Please go to our website www.spokanediocese.org to learn more about us. 
 
Compensation and Benefits 

 Cash stipend starting at $50,000 annually 
 Single health insurance, including dental and vision 
 Retirement benefits 
 Professional expenses 
 Flexible work schedule 

 
To apply 
Please send a cover letter, resume, and references to the Rev. Cn. Susan Cleveley at susanc@spokanediocese.org, 
509.624.3191 (2). 


