
Karmê Chöling Job Description 
 
 
Seasonal Program Coordinator  

April 1- October 31, 2020  

Programs Department  

Reports to Director of Practice, Education, & Programs  

Stipend:$415 plus room/board+program credit 

 

 

General Summary  

 

Join Karmê Chöling’s staff and help us host a season of meditation, deep dharma 

teachings, joyful assemblies, and events. Seasonal Program Coordinators are key to 

keeping the programs at Karmê Chöling running smoothly. Coordinators organize, 

plan and implement programs at Karmê Chöling and assist guest coordinators to do 

the same. The coordinator is in constant contact with teachers, program staff and 

participants and is also the main reference point for Karmê Chöling staff regarding 

each program. This requires skill in communication, organization & teamwork. In 

addition, Coordinators are important examples of Karmê Chöling’s aspiration to 

manifest the Shambhala vision of an enlightened society and to create and maintain 

an environment that is consistent with the core teachings of the Shambhala 

Buddhist Lineage. 

 

 

Key Tasks and Responsibilities 

 

● Work with the Practice, Education & Programming staff, and all KCL staff, to 

maintain an uplifted and welcoming retreat environment. This includes 

maintaining cooperative relationships with other departments, participating in 

all-staff work days to prepare for large events, and maintaining a personal 

meditation practice. 

● Work with the Programs Manager and other Programs staff to ensure that the 

seasonal calendar of events runs smoothly. Throughout the process the 

coordinator must be able to organize, communicate and delegate the work 

needed from each department to host the program. This includes: 

○ Interacting and planning with teachers, guest program staff, and 

other departments within KCL to prepare for specific programs 

including: Scheduling, pre-program communication, and using 

collaborative software such as Zoom & Google Docs to manage all 

aspects of the process 

○ Providing support during the program: Coordinating all aspects of 



the program’s container; Maintaining schedules & communication 

within the program and between program staff and KCL; ensuring that 

the program has all materials needed. 

○ Providing follow-up & feedback support after the program: 

Ensuring that any necessary follow-up communication takes place. 

Assessing the programs presentation to help hone “best practices” for 

future programs. 

● In addition to coordinating specific programs, each Seasonal Program 

Coordinator may also be assigned ongoing tasks related to some or all of the 

following: 

○ Practice and Education related responsibilities such as maintaining 

shrine supplies, organizing staff shrine room rota, etc. 

○ Responsibilities related to Guest Program Staff, such as following up 

on requests to staff, confirming availability, etc.  

○ Administrative duties for the Programs Department such as 

maintaining office supplies, submitting updates to the KCL website, 

etc. 

○ Responsibilities related to all programming for families and children 

 

Knowledge, Skills & Abilities 

 

● Interest in, knowledge of and commitment to the Shambhala Buddhist view 

and practice, and enthusiasm and commitment to one’s own meditation 

practice. 

● High level of knowledge of Shambhala programs and practices 

● Good communication skills, public speaking ability, writing skills, computer 

skills. 

● Ability to organize events, work with details and maintain larger overall 

awareness of program and organizational needs. 

● Ability to work skillfully with others in challenging situations. 

 

Experience/Education Requirements: 

 

1. Experience coordinating Shambhala Buddhist programs required. 

2. College degree preferred, current college students welcome. 

  



 

Position Title 

 

Seasonal Program Coordinator 

April 1 - October 31 

 

Department 

 

Programs 

Reports to 

 

Director of Programs 

General Summary of 

Function 

 

 

 

Organize, plan and implement programs at Karmê 

Chöling and assist guest coordinators with these same 

functions. The coordinator is the main reference point 

for participants while here and as such, has significant 

responsibility for manifesting in a way that conveys 

Shambhala Vision. Coordinators utilize their 

understanding and experience of Shambhala Buddhist 

view and practice to create and maintain an 

environment that is consistent with these teachings. 

The coordinator is also the main contact for Karmê 

Chöling staff regarding each program. This means that 

they must organize, communicate and delegate the 

work needed from each department to host the 

program.  

yTasks and 

Responsibilities 

 

 

 

 

 

 

 

 

1. Communicate with teacher and participants prior 

to program. 

2. Confer with and maintain a cooperative 

relationship with other KCL departments. 

3. Attend to all details of program preparation: 

schedule, texts and materials, rota, set-up, etc. 

4. Train and oversee program staff. 

5. Create environment consistent with Shambhala 

Buddhist forms and teachings. 

6. Present orientation and make announcements 

during program. 

7. Relate with participants and assist them to the 

extent possible in acclimating to the retreat 

environment. 

8. Participate in the program, while maintaining 

awareness of and attending to participants, staff 

and teacher’s needs. 

9. Participate in program staff meetings. 

10.Complete Program Coordinator Checklist for 

every program. 

11.Where applicable, assist guest coordinators with 

all of the above. 

12. Attend Programs Department and 

interdepartmental Program Meetings. 



13. In addition to coordinating specific programs, 

each Seasonal Program Coordinator may also be 

assigned ongoing tasks related to some or all of 

the following: 

a. Practice and Education related 

responsibilities such as maintaining shrine 

supplies, organizing staff shrine room rota, 

etc. 

b. Responsibilities related to Guest Program 

Staff, such as following up on requests to 

staff, confirming availability, etc.  

c. Administrative duties for the Programs 

Department such as maintaining office 

supplies, making updates to the KCL 

website, etc. 

d. Responsibilities related to all programming 

for families and children 

 

Knowledge, Skills 

and Abilities 

 

 

 

 

 

 

● Interest in, knowledge of and commitment to 

Shambhala Buddhist view and practice, and 

enthusiasm and commitment to one’s own 

meditation practice. 

● High level of knowledge of Shambhala programs 

and practices 

● Ability to work with teachers in the Shambhala 

Buddhist lineage. 

● Good communication skills, public speaking 

ability, writing skills, computer skills. 

● Ability to organize events, work with details and 

maintain larger overall awareness of program and

organizational needs. 

● Ability to work skillfully with heightened states of 

mind and stressful situations. 

● Ability to establish boundaries. 

Experience/ 

Education/ 

Certification 

Requirement 

 

 

 

3. Experience coordinating Shambhala Buddhist 

programs required. 

4. College degree preferred. 

 

 

 


