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INSIGHT MEDITATION IN THE BUDDHIST TRADITION




RECEPTION COORDINATOR

Reports to 

Administration Manager

Location 

Gaia House, West Ogwell

Work Context 

Gaia House is a silent Buddhist meditation retreat Centre set in rural surroundings in South Devon. Men and women can do group, personal or work retreats. The group retreats can range in length from a weekend to three weeks. The House is always in silence, except for opening and closing day of group retreats. 

The Reception Coordinator is one of two Reception Coordinators, and one of eight or nine Coordinators who oversee the running of retreats at Gaia House. The work involves both department i.e. reception work and team-work supporting the ongoing work of Gaia House such as opening and closing days.

Each Coordinator position is expected to last for a minimum of 18months to a max of 24months subject to negotiation.

The Admin Manager, one of the five paid managers, supervises the Reception Coordinator.  The overall management of the House is the responsibility of the 
Co- Directors.

The work of a Reception Coordinator is required to be comfortable working in an office environment, using the telephone and working extensively on the computer and in particular in our Microsoft Access based database.

Work Purpose

The main purpose of the Reception Coordinator is to ensure the smooth running of the main reception area at Gaia House, including making bookings and maintaining the various house schedules in liaison with the Coordinator Group.  The Reception Coordinator also cooks for the house 2/3 times per month as part of team work duties.

Scope and Limits of Authority

· Takes day to day decisions regarding the bookings and arrangement of retreats, Group, Personal and Work.

· Takes week to week decisions in the planning and scheduling of house requirements and responsibilities in preparation for retreats and visiting teachers.

Work Tasks - Reception

Reception is “open” between the hours of 9.30 – 4.30 Monday to Saturday.

· To process bookings using different methods, via our website, by telephone and a small number of bookings by post.

· Ensure that money transactions are dealt with appropriately, PDQ, cash or cheques.

· To use the Access Database for the bookings and processes.

· Answering the telephone throughout the day and monitoring both telephone messages and emails and responding appropriately.

· Working with the other Reception Coordinator in continuity of service to yogis

· Dealing with Yogi queries and questions during “Yogi Hour”.

· Produce all opening registration schedules and check-in information.

· Provide Contact Coordinator Support in preparing for upcoming retreats.

· Ensure that the bookshop is kept with stocks of appropriate books.

· Ensure the upkeep of the Reception Manual.

· Upkeep of the Forms Centre for use by all Coordinators

· To run all group retreat waiting lists.

Teamwork

· To fulfil the duties on ‘on-call’ as agreed on the rota, which includes providing breakfast.

· To help with opening day duties as agreed within the team of Coordinators. This will include registration of retreatants.

· To help with closing day duties as agreed within the team of Coordinators. This will include helping with Information, CD and After Retreat Information Sessions.

· To give ‘Job Shows’ to retreatants when needed for any of the jobs retreatants do.

· To cook at least twice monthly.

· To be contact Coordinator to visiting teachers and also conduct opening talks and closing talks.

· Attending meetings as appropriate, supervision, business meetings, sharing, dharma discussions etc. 

Person Specification

· Confident working in a PC environment, Office, Outlook etc on a daily basis

· Attention to detail and methodical

· Flexibility 

· Ability to work within specific processes

· Willing to work as part of a team

· Interpersonal skills including experience in living in a community
· Ability to plan and prioritise a varied workload

· Must be able to drive and preferably with a clean driving licence

Knowledge and qualifications

· Microsoft Access, Word, Excel, Outlook

· Use of Internet and Websites

· Telephone use

Experience

· Working in an office environment.

· Good all round IT knowledge

· Meditation retreats – it is really useful to have Insight Meditation Experience especially at Gaia House when working in Reception.

Deadline for Application is: Friday 17th January 2014
6 day try-outs will be scheduled sometime in February
Provisional start date of the end of around 1st April 2014
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