
Mount Madonna Center

Reception Office Lead/Manager

Mount Madonna Center is offering a unique opportunity for someone interested in serving within a
well-established residential yoga community and retreat center.

Mount Madonna Center is located on 380 acres of redwood forest and meadows overlooking Monterey
Bay on the central coast of California. The community and its activities have been inspired by the yoga
teachings and example of Baba Hari Dass. Please visit the Mount Madonna Center website for more
detailed information about our community and facilities.

POSITION: Part-time Reception Office Lead/Manager

JOB LOCATION: Mount Madonna Center - 445 Summit Road, Watsonville, CA, 95076

JOB SUMMARY:

The Reception Lead manages all aspects of the Reception Office, including a staff of 1-4 people. The
Reception Office acts as an entry point for day visitors, overnight guests, and the resident
community, communicating with people in person, over the phone, or by email. The Reception staff
responds to a range of questions and offers several business services including: mailing and
shipping, faxing, copying/scanning, minor banking transactions, lost and found, as well as general
problem solving and communication throughout the main Community Building. The Reception Lead
ensures that the office is a functional, friendly place where anyone who walks in or calls receives the
information or help they need in an efficient way.

The Reception Lead participates in communicating the primary values and intentions of Mount
Madonna Center, Mount Madonna School, and Hanuman Fellowship by creating an atmosphere that
supports these values and goals. This includes regular involvement with manager level meetings,
communications to the community and public, and work-related training sessions. This also
includes proactive communication with and for Reception Office staff members and other staff
across departments to help maintain the health and integrity of the whole organism.

JOB RESPONSIBILITIES:

● The Reception Office acts as a communication hub, and interacts with many other
departments, including:

○ Guest Services

http://www.mountmadonna.org


○ IT
○ Kitchen/Dining room complex
○ Maintenance
○ Finance
○ Safety
○ Human Resource Development
○ Resident Services/Community Wellbeing

● Provide support, troubleshooting, and basic maintenance for office equipment, including a
postage machine, fax machine, copier, computers, and phone systems.

● Act as a supervisor/trainer for staff members, and will also work “on-the-floor”. The
Reception Lead helps delineate the basic tasks at different levels of experience and train,
schedule, and manage staff members.

● Coordinate with those creating special events in order to create an appropriate schedule for
the office during such events. Communication of open hours of onland businesses and
offices during such events is also part of assisting others with this information.

● Manage stock and orders for office supplies involving several vendors and procedures for
ordering, receiving, and distributing items.

● Responsible for tracking the cash flow from transactions within the Reception Office.

● Record and track expenses via a Purchase Order system.

● Delegate daily and weekly tasks among staff.

● Track cash and check flow in the cash register and for the weekly bank run.

● Other duties as assigned

REQUIRED SKILLS AND QUALIFICATIONS:

● Strong communication skills, both written and verbal

● Versatility; the ability to problem-solve and troubleshoot

● Scheduling and staff management

● Exceptional organizational skills

● Self-starter mindset; willingness to create & implement systems within the office

● Technical knowledge of computer software (Microsoft Suite, G Suite)

● Adaptability to ShoreTel phone system, including interaction with offland technicians

● Comfortability with purchase processes and contracts

JOB TYPE: Part-time (24-28 hrs/week, to include work in other areas if desired)



WAGE: Determined by the level of experience, starting at $15.75/hr.

RESIDENTIAL POSITION AVAILABLE:

This position offers the opportunity to reside in a yoga community in beautiful natural
surroundings. We prefer to hire a residential staff member, but are accepting all applications. 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 living on land to abide by a vegetarian diet
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:

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 which is nestled
in the redwood forest and overlooks the Monterey Bay. Residents enjoy hiking trails, ponds, and a
multitude of wildlife while living at Mount Madonna.

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

Mount Madonna Center maintains a policy of providing equal opportunity in all aspects of
employment.

a) It is the policy of Mount Madonna Center to ensure equal employment opportunity for all persons
regardless of race, color, religion, age, disability, national origin, creed, gender, gender identity, sexual
preference or any other non-merit factor.

b) It is the policy of Mount Madonna Center to ensure equal treatment, including but not limited to
recruitment, hiring, promotion, discipline, compensation, assignment, benefits, training, furloughs and
rehiring.

mailto:work@mountmadonna.org

