

Job Description  

Title:
Guest Manager
Role:
The primary objective of the Mountain Lamp Guest Manager is to work with our Teachers, Practice Leaders and the Mountain Lamp Board to support our rural retreat center’s members and visitors. The Guest Manager participates in the various forms of our practice traditions.  The Guest Manager’s specific duties therefore support the ongoing operation of Mountain Lamp through various administrative, and clerical functions, as well as some caretaking of the retreat center’s buildings, grounds and animals that share this wonderful space.

What, Who, Where is Mountain Lamp Community

Mountain Lamp is community of practitioners who practice meditation and mindful living at our rural retreat and practice center in northern Washington State.  Two traditions are represented at Mountain Lamp, Zen, and Mindfulness, with formally acknowledged teachers Jack Duffy, in the tradition of Robert Aitken and Eileen Kiera, Dharmacarya in the tradition of Thich Nhat Hanh.  At the heart of our core traditions is realizing our awakened nature through the practice of meditation and  mindfulness.  We are located on 115 acres in the foothills of the Cascade Mountains, east of the city of Bellingham, Washington. 

Reporting Relationship:

The Community Teachers and two Mountain Lamp Board Members will provide guidance and direction to the Guest Manager in the training and the performance of her or his duties.

Appointment and Term:
· The Guest Manager is appointed by the Teachers and the Board, and agrees to serve for a term of at least one year.  
· The Guest Manager will also serve as a full and duly appointed member of the Mountain Lamp Board.


Qualifications: 


Required:
· Commitment to daily meditation and mindfulness practice. 
· Administrative skills including typing, printing and copying.
· Retreat planning and coordination skills.
· Simple computer Skills: some ability to use Microsoft Office including WORD & Outlook.
· Personal and work references, and background check.
Commitments required for consideration

· Agree to maintain the daily practice with meditation from 6:30 – 8:30am, and to participate in all practice opportunities offered by the community.

· Agree to develop a student/teacher relationship with one of the resident Teachers.

Duties of the Guest Manager: 

The Guest Manager is expected to provide an average of 20 hours of work per week engaged in and balancing a variable percentage of the following duties.
Retreats, Events and other Administrative and Accounting Responsibilities
· Maintains the communities practice calendar, coordinating with and informing regional Sanghas and other members served by Mountain Lamp and its Teachers.

· Notifies Mountain Lamp’s Circle of Friends, and other interested people of upcoming practice opportunities.
· Responds to telephone, e-mail, and other inquiries five days a week, arranging for this to be done when she or he is absent.
· Responds with information to those interested in and inquiring about: Zen and mindfulness practice,  and practice opportunities. 

·  Preparation of center prior to events.  This may include some food planning and purchasing.  
· Coordinates enrollments for scheduled events: receives and processes registration forms, tracks, collects and accounts for retreat fees; notifications of acceptance into programs and retreats; determines housing assignments.
· Welcomes guests and visitors.
· Develops an understanding of the Mountain Lamp database in order to produce mailing labels for the newsletter, and to track enrollment in the Circle of Friends (Members contribute $150 per calendar year

Building, grounds, gardens and animals

· Routine garden and grounds maintenance.
· Preparation of facilities for Days of Mindfulness, retreats, and other events.

Board of Directors

· Attends Board Meetings.  We have about 6 board meetings/ year.

· Participates on a least one Board Committee.

· Makes regular reports to the Board regarding status on Guest Manager responsibilities, projects and duties.

Personal Care and Wellbeing

· Participates as an active member of the resident community, communicating about their day-to-day activities, questions and concerns. 
· Manages personal firewood supply for heat in the Cottage.

· Purchases own food and cooks independently as well as in community, depending on the situation.  During retreats, all food is supplied.
· Contributes personal time for tending of the Community Garden to the degree s/he would like to enjoy its harvest and produce.



Compensation or Remuneration:

· A room in a one bedroom cottage with full kitchen, hot and cold running water, full bathroom and shower.  (During retreats the cottage loft and facilities may be shared with participating practitioners.) 

· Utilities (water, garbage, electricity and firewood), phone (not long distance) and internet connection.

· Free retreats, and other practice opportunities.  Currently we offer one three-week retreat, three seven-day retreats, several week-end retreats, (e.g. poetry and zen, or mindfulness and Yoga), zenkai and Days of Mindfulness, as well as daily practice.  Retreats offered elsewhere by our teachers are also available for participation by guest manager – see www.mountainlamp.org for schedule.
· Regular guidance and support in deepening in Dharma practice by one of the resident teachers.

· $200/month stipend for 20 hours of work a week.
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