
The Anglican Church of Bermuda

EXECUTIVE ASSISTANT TO THE BISHOP OF 
BERMUDA

The Diocese of the Anglican Church of Bermuda has an opportunity for an
Executive Assistant to the Bishop of Bermuda. Working alongside the Bishop
of Bermuda, the Executive Assistant will be required to perform a variety of 
administrative, strategic and communication duties on behalf of the Bishop 
and the Diocese of the Anglican Church of Bermuda. The Diocesan Office is 
the hub of the Anglican Church of Bermuda and the successful candidate will 
need to be in sympathy with the ethos and ministry of the Anglican Church 
and a critical member of the Bishop’s staff. 

Responsibilities will include but not limited to:
Assisting in the developing, arranging and implementation of strategic 
plans for the Diocese, liaising with Clergy and Parishes accordingly.
Assisting the Bishop with all necessary administrative and secretarial 
tasks, including reception, typing, filing, and diary entry.
Assisting Diocesan and Synod officers in the performance of their 
duties, including the Archdeacon, Synod Secretary, Treasurer, heads 
of Synod sub committees, Diocesan Clergy and parish officers.
Assisting the Bishop with his role as Dean of the Cathedral.
Liaising with the public on matters concerning the Bishop or Diocese.
Assisting with communication across the Diocese.

Interested persons should possess the following:
Associate’s Degree in office administration or four years of 
relevant experience.
The ability to demonstrate the utmost level of confidentiality, 
sensitivity, empathy and professionalism as befits a Christian 
environment.
Executive Assistant must be capable of working in a 
computerized office environment and must be able to 
demonstrate proficiency in a word processing data base 
management, spreadsheets and other applications in the 
Microsoft Suite.
Courses in secretarial areas, like keyboarding, filing and 
shorthand, are beneficial.
Presentation equipment set-up would be an advantage but not 
essential.

If you are interested in this opportunity and meet the above requirements, 
please submit a cover letter and resume complete with references, no later 
than March 7, 2014 to:
Diocesan Office
The Cathedral of the Most Holy Trinity
Church Street, Hamilton HM 11
Fax: (441) 292 5421. E-mail: diocese@anglican.bm


