	
	
	



	
	
	



	
	
	



Job Description
Assistant to the Bishop for Rostered Leadership 
Job Title: Assistant to the Bishop for Rostered Leadership 
Organization: Southwest California Synod, ELCA
Reports to: The Bishop
Position Type: Full-time, in-office, with regular travel and Sunday commitments
FLSA Status: ☐ Exempt   ☐ Nonexempt
Salary Range: Commensurate with synod guidelines for rostered leader with 10-15 years experience
Position Summary
The Assistant to the Bishop for Rostered Leadership serves on the bishop's staff and supports the Office of the Bishop in all areas of care and support for rostered leaders. This position leads the synod's congregational call processes, guides congregations through pastoral transitions, supports interim ministry, and helps form and care for rostered leaders across the synod. The role works closely with the bishop and synod staff, maintains a regular presence in congregations, and serves as staff liaison to several synod mission teams and boards.
Essential Duties and Responsibilities
Call Process and Mobility
· Manages the congregational call process from vacancy through installation, guiding congregation councils and call committees through each step.
· Reviews Ministry Site Profiles and Rostered Minister Profiles and helps the bishop discern possible matches between leaders and congregations.
· Administers ELCA mobility and first call processes and stays current on proposed changes to those processes.
Pastoral Transitions and Interim Ministry
· Works with each congregation in transition to create a plan for coaching and other synodical support.
· Recruits, assigns, and supervises transition coaches who work with congregations.
· Supports interim ministers after the bishop's appointment and convenes them regularly, as needed, to assess progress and share resources.
· Tracks the status of congregations in transition and keeps the bishop informed.
Leader Care, Conflict, and Discipline
· Works with other synod staff to address conflict between congregations and rostered leaders.
· Assists the bishop in discipline investigations when requested.
· Handles sensitive personnel and discipline information with strict confidentiality.
Formation and Education
· Supports educational events for rostered leaders, including First Call Accompaniment, the bishop's colloquy, conference assemblies, and synod assemblies.
· Coordinates boundaries trainings, anti-racism trainings, and other required activities, and tracks completion.
· Partners with coaching networks and Thriving Leadership Formation to support the health and growth of rostered leaders.
Congregational Visits
· Visits congregations throughout the synod on at least two Sundays a month.
Committees and Liaison Roles
· Serves as staff liaison to the Synod Mission Team for Justice, the Synod Mission Team for Rostered Leaders, and the board of Lutheran Retreats, Camps and Conferences.
· Serves on other committees or boards as assigned by the bishop.
Other Duties
· Performs other duties as assigned by the bishop.
Qualifications
Education and Standing
· Bachelor's degree required; Master of Divinity or equivalent theological education preferred.
· Rostered minister of the ELCA in good standing (Minister of Word and Sacrament or Minister of Word and Service).
Experience
· At least five years of experience in congregational ministry or leadership.
· Experience with congregational transitions, interim ministry, coaching, or conflict work preferred.
· Experience leading or coordinating trainings or educational events.
Knowledge
· Current and proposed ELCA processes for mobility and first call.
· ELCA, synod, and congregational constitutions as they relate to call, transition, and discipline.
· Interim ministry practices and congregational systems in times of transition.
· ELCA expectations for boundaries training, anti-racism training, and other required activities.
Skills
· Pastoral presence: builds trust with rostered leaders, congregation councils, and call committees.
· Discretion: uses sound judgment with confidential personnel and discipline matters.
· Conflict navigation: stays steady and fair in difficult conversations.
· Communication: clear, warm written and verbal communication with a wide range of audiences.
· Organization: manages many congregations in transition at once and keeps processes on schedule.
· Collaboration: works well with the bishop, synod staff, coaches, volunteers, and churchwide partners.
· Technology: comfortable with Microsoft 365, video meetings, and ELCA online systems.
Working Conditions and Physical Demands
· Full-time, in-office position with regular evening and weekend work, including Sunday congregational visits.
· Regular travel by car throughout the synod for up to four hours per trip, with overnight hotel stays as needed.
· Valid driver's license, reliable transportation, and proof of auto insurance required.
· Ability to sit for extended periods and to operate a computer and standard office equipment.
· Ability to lift and carry event materials up to 25 pounds.

	
	
	



	
	
	



	
	
	



