
   High Plains Administrator  
 
     The High Plains Region is seeking a new administrator. The main  
     responsibilities of this part-time position (5-10 hours per week) include  
     bookkeeping, meeting and event planning, and communications. Familiarity  
     with QuickBooks and Constant Contact preferred. 

 
JOB DESCRIPTION  
 
Create and manage Regional Calendar of meetings and events. Calendar is set with 
Executive Committee in December  

Organize Executive Committee meetings - prepare agenda; communicate meeting 
reminders to Committee and prepare minutes. 

Organize Clericus meetings annually - communicate via Constant Contact with 
parochial and non-parochial clergy and arrange lunch; the Missioner typically finds a 
speaker or determines the program. 

Annual Regional Confirmation Service - communicate with clergy via Constant 
Contact and diocesan weekly e-newsletter; work with host site staff to arrange liturgy, 
bulletins, and food; receive confirmation data forms; manage all communications with 
details for confirmands regarding the day and event schedule; prepare nametags for 
confirmands; liaise with the office of the bishop for confirmation certificates.  

Announce the opening of applications for grants from the High Plains Region – 
communicate reminders of application deadline, receive and organize grant applications 
and forward to Executive Committee; schedule grant interviews with the High Plains 
Executive Committee.  

Manage Parish Administrators gifts annually, usually in December  

Annual Fall Convocation - prepare materials (annual report, budget, update website, 
prepare grant reports).  

High Plains Regional Programs – assist Executive Committee to plan and execute 
regional educational programs including registration, lunches, name tags, etc.  

High Plains Regional Events – assist Executive Committee in planning and executing 
regional events such as the Warden’s Dinner and Clergy events. Tasks include 
confirming locations, catering food, setting up event site, tables, food, etc. Manage 
invitations and communications with guest, names tags, event set up and clean up.  

Bookkeeping (QuickBooks) – Receive and record pledge donations; make bank 
deposits; send monthly grant checks; pay bills; prepare and send monthly financial 
reports to the Bishop’s Office; share financial statements with High Plains Region 
Executive Committee. 



Responsible for keeping Regional webpages current and updated. Work with Cannon 
Mike Orr to gain access and if you have any questions regarding the pages.  
 
 

Interested candidates should send a cover letter and resume to The Rev. Brian Winter, Regional 
Missioner, at: fatherbrian@ChristsEpiscopalChurch.org   


