
Event Setup for a Community Retreat Center

FIELD STAFF TEAM MEMBER

Job Description

“Field Staff” is the event setup and production team at Mount Madonna Center which
offers retreat and seminar facilities, housing options, and a range of amenities for
hosted groups of 20-200 people, as well as personal retreat guests, year-round. The
Field Staff Team reports to the Director of Guest Services and has a cross-functional
relationship with multiple departments in our dynamic organization to facilitate the
running of events and programs. The hosting of programs is the primary source of
income for Mount Madonna Center and the Field Staff Team is central in assuring that
the programs are optimally set up to succeed and our event spaces and
accommodations are maintained in excellent condition at all times. We have been
rebuilding our staff after being closed to the public since March 2020 due to the Covid
pandemic. Our retreat operations have been in a phased reopening since this past
January and the pace of work will gradually increase as we head into the summer. 

Field Staff Team Member Responsibilities

● Work collaboratively with MMC programs “Arrangements Coordinator” to set up
venues with the necessary seating options, tables, sound and video equipment,
yoga props, easels, white boards, refreshment, etc. and then arrange for
breaking down and cleaning the event spaces 

● Assure quality control of event arrangement setups prior to arrival of hosted
groups

● Liaise and communicate with retreat leaders (once onsite) and Guest Services,
to ensure that the group’s needs are met for the duration of their stay

● Assure the cleanliness and maintenance of meeting rooms and lodging facilities
● Coordinate with Guest Services, Operations, Maintenance, and Kitchen in order

to functionally produce events, retreats and programs
● Support inventory oversight of housekeeping supplies, tea, snack food, paper

goods and incidental supplies 
● Maintain and organize storage of furnishings and amenities to outfit meeting and

lodging spaces 
● Other duties as assigned
● Field Staff Team Members also work in concert with the following departments:

● Housekeeping
● Audio/Video team
● Campgrounds



● Flowers
● Building Caretakers

Requirements 

● Must have experience working as part of a team
● Must have excellent communication skills
● Must be highly responsible and adaptable. 
● Hospitality industry experience preferred, Retreat or Conference Center

experience a plus
● Must have valid U.S. Driver’s License

 
Additional Skills 

● Adequate computer skills are required
● Adaptability to using our in-house software for planning 
● Familiarity with Google Apps (Gmail, Google Calendar, Google Docs, Google

Drive) and Microsoft Office Suite
● Proficiency with Spanish a plus
● Ability to self-manage both “high need” and “down” times

Preferred Qualities:

● Commitment to self-development in the work environment
● Welcoming, collaborative, engaging nature
● Curious mind - “how can I help”?
● Self-initiating
● Service oriented
● Flexibility – the ability to “meet what comes” with kindness

Residential Position Available
While not required, this position does offer the possibility of residency. Those interested
in joining our multigenerational residential community of practice would be open to living
in an intentional yoga community, engaging with others in a positive way, and keeping a
clean and sober environment. The community asks everyone to abide by the vegetarian
guidelines while on the property. Housing and all meals are included in an affordable
activity fee. More details about the residential agreements will be provided during the
interview. 

Benefits
The rate of pay will be determined by the level of experience, but starts at $15.50/hr.
This position offers 2 weeks of paid vacation, 1 week of sick leave, access to yoga
classes and mentorship from elders. Many people experience healing from the pristine



campus overlooking Monterey Bay and nestled in the redwood forests, with hiking trails,
ponds, and a multitude of wildlife. 

COVID-19 Protocols
We are currently requiring all staff to be fully-vaccinated against COVID-19 which
means it has been two weeks since the single dose of a 1-dose vaccine or two weeks
after the second dose of a 2-dose vaccine.

Thank you for your interest! Please send your resume and cover letter to
work@mountmadonna.org


