
  

Clouds   in   Water   Zen   Center   
  

Job   Announcement   
Administrative   Assistant   to   the   Guiding   Teacher   

   
Clouds   in   Water   is   a   vibrant   community   located   in   the   historic   Rondo   district   of   St.   Paul.   We   are   
dedicated   to   awakening   the   heart   of   great   compassion   and   wisdom.   We   offer   daily   meditation,   
meditation   instruction,   family   and   youth   programming,   retreats,   classes,   and   other   services   in   the   
Soto   Zen   Buddhist   tradition.   

   
We   are   seeking   an   organized,   service-oriented   and   technologically   savvy   administrative   assistant   
who   will   contribute   to   our   mission   by   providing   comprehensive   administrative   support   for   
classes,   sesshins   (meditation   retreats),   speakers,   workshops,   and   other   programming.   During   
COVID   our   staff   is   primarily   working   from   home,   but   this   position   may   occasionally   require   
in-person   meetings   with   the   Guiding   Teacher   or   other   staff.   The   position   is   part-time   (20   hours  
per   week).     
  

The   administrative   assistant   to   the   Guiding   Teacher   will:   
   

1. Coordinate   promotion   of   program   offerings   on   our   website   and   other   platforms   

2. Manage   program   registrations   

3. Manage   the   organization’s   Zoom   account,   including   making   available   links   for   program   
offerings   

4. Contact   teachers   and   coordinate   logistics   for   their   presentations     

5. Maintain   a   master   program   calendar   for   public   view   

6. Maintain   internal   calendars   for   regular   weekday   and   Sunday   meditation   and   services.   

7. Respond   to   email   and   phone   queries   related   to   classes   and   programs   

8. Supervise   volunteers   who   record   speakers   and   classes   to   ensure   that   recordings   are   made   
available   on   the   website   and   to   students   

9. Oversee   special   events,   providing   logistical   support   for   speakers/leaders   (e.g.   arranging   
transportation,   lodging,   and   communications   with   other   organizations   when   needed).     

10. Other   support   duties   as   requested.   
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The   position   reports   to   the   Guiding   Teacher.   

   
20   hours   per   week.     
Pay:   $17.50   per   hour   
  

Benefits:    Five   weeks   annual   vacation,   pro-rated.     
Free   classes   at   Clouds   in   Water   

   
Qualifications:   

   
Required:   

1. Excellent   organizational   and   time   management   skills   
2. Strong   written   and   verbal   communication   skills   
3. Strong   listening   skills   
4. Superior   problem   solving   ability   and   ability   to   work   independently   
5. Strong   service   ethic   
6. Experience   with   Zoom,   G   Suite,   and   WordPress   
7. Aptitude   and/or   enthusiasm   for   learning   new   technologies   with   an   eye   toward   continually   

helping   Clouds   in   Water   use   effective   platforms   and   programs   
   

Preferred:   
1. Experience   with   Doodle,   Constant   Contact,   Mail   Chimp,   and   Survey   Monkey   
2. Familiarity   with   eTapestry   or   other   donor   databases.   
3. Familiarity   with   Clouds   in   Water   Sangha   

   
Physical   Requirements   of   the   Position:     
In   an   8+   hour   work   day   this   position   may   require   the   following:   

Sitting       6   hours   (75%)   
Standing       .5   hours   (6.25%)   
Walking       .25   hours   (3.12%)   
Repetitive   movement        1   hours   (12.5%)   

   
Climbing/Balancing/   
Reaching         .25   hours   (3.12%)   

Stooping/Kneeling/   
Crawling/Crouching                  .25   hours   (3.12%)   

   
Lifting/Carrying   10-20#            .25   hours   (3.12%)   
Pushing/Pulling   20-50#             .25   hours   (3.12%)   
Speaking                3   hours   (37.5%)   
Seeing   to   normal   range              4   hours   (50%)   
Hearing   to   normal   range             4   hours   (50%)   

Note:   the   above   requirements   are   listed   for   an   8+   hour   day.   Since   this   position   is   currently   20   
hours   per   week,   the   person   may   choose   to   work   their   hours   as   3   or   4   hour   days   4   or   5   days   per   
week,   in   which   case   the   percentage   figures   may   be   used.   

   
Please   submit   a   cover   letter   and   resume   to   Executive   Director   Toku   Scott   at   
toku@cloudsinwater.org .   Position   open   until   filled.     


