
PROGRAM STAFF RECRUITER JOB DESCRIPTION 

 

 

 

Position Title Program Staffing Coordinator 

 

Department 

 

Programs 

 

Reports to 

 

Programs Manager 

 

Supervises 

 

n/a 

 

General Summary 

of Function 

 

This position is responsible for the successful and complete 

staffing of all Shambhala and other specially designated 

programs at Karme Choling, accurately managing the Guest 

Services accounts of all program staff, and cultivating 

relationships with program staff volunteers in a way that 

supports a culture of generosity and appreciation. 

 

Key Tasks and 

Responsibilities 

 

 

 

 

 

 

 

 

1. Work with teachers/directors & KCL Program Coordinators to 

identify program staffing needs, identify desired volunteers, 

and ensure appropriateness of role assignment. 

2. Play an active role in working with Shambhala International 

(SI) Programs Manager and other representatives in staffing 

advanced Shambhala Buddhist programs. 

3. Invite/recruit people to staff programs in accordance with 

appropriate practice level/authorizations. 

4. Ensure timely, clear, and thorough communication to all 

program staff regarding role description, expectations, 

commitment level, and benefits they will receive (tuition 

discount, housing, etc.). 

5. Work with Guest Services to ensure clarity and accuracy of 

program staff arrangements regarding finances, housing, 

etc. 

6. Develop and maintain positive relationships with potential 

and ongoing individuals who staff programs. 

7. Understand and manifest all levels of Shambhala decorum 

and formality as appropriate. 

8. Be present and available for program staff arrivals and act 

as host for them while they are on the land. 

9. Ensure appropriate and timely communications with KCL 

Program Coordinators and teachers regarding staffing 

details and specific issues related to program staff in their 

programs. 

10. Play an active role in troubleshooting and following up on 

issues pertaining to program staff during program, 

determining the appropriate course of action to be taken 

after the program, and following up with problematic 

individuals. 

11.Send quarterly email to elicit interest in staffing a program 

to the Shambhala community. 

12.Make in-person appeals to program participants during 

programs to return to staff a program. 

13.Maintain and update the KCL staffing database. 

14.Attend Programs Department meetings. 



 

 

Knowledge, Skills 

and Abilities 

 

 

 

 

 

 

1. Excellent written and verbal communication skills 

2. Excellent customer service skills 

3. High level of organization and time-management skills 

4. Demonstrated professionalism and sound judgment 

5. Demonstrated ability to work effectively with senior 

teachers, students in this and other lineages in a cheerful 

and professional manner, set and hold boundaries with 

kindness 

6. Demonstrated ability to work in highly stressful and 

conflictual situations in a professional and uplifted manner 

7. Ability to give and receive feedback in a constructive and 

appropriate manner 

8. Ability to hold confidentiality 

9. Understanding and knowledge of Shambhala path and 

programs 

10. Understanding of decorum in working with senior teachers 

and Acharyas in Shambhala. 

11. Ability to work with details and maintain the larger overall 

view 

12. Not afraid to be a fool. 

 

 

Education and 

Experience 

 

 

1. Demonstrated ability to lead the work of others and 

maintain relationships at all levels in the organization 

2. Minimum completion of Shambhala Training Level 5 with the 

ideal candidate having completed Warrior Assembly. Senior 

practitioners on the Shambhala path will be very well suited 

to understand the roles and function of this position due to 

the need to understand the unique program production 

process 

3. Active engagement with the Shambhala Path 

4. Computer literate with experience in MS Word & Excel as 

well as Google mail, Calendar, and Drive. 

 

 


