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JOB OPENING: FOREST REFUGE MANAGER

IMS is a spiritual refuge for all who seek freedom of mind and heart. We offer meditation retreats rooted in the early
Buddhist teachings of ethics, concentration and wisdom. These practices help develop awareness and compassion

in ourselves, giving rise to greater peace and happiness in the world. IMS offers an exceptional work environment
centered on kindness, positivity and respect. Our generous benefits plan reflects our sincere appreciation for the
contributions of our colleagues. New team members begin accruing up to six weeks of PTO and are eligible to
participate in our outstanding benefits plan beginning on their first day of employment. A position at IMS offers an
abundance of meditation resources, all within a friendly and caring environment.

We are seeking a Forest Refuge (FR) Manager who supports monastic and lay retreatants and teachers and oversees all
administrative activities of the Forest Refuge retreat facility. Preserves the mission of the Forest Refuge as a sustained,
longer-term retreat experience. Holds a deep understanding experience in the Early Buddhist tradition to ensure a safe
and supportive environment for monastic and lay retreatants and teachers during long-term retreats. Pay range is
$26.00/hour-$28.00/hour.

Primary Responsibilities

e Serve as on-site leadership for the Forest Refuge and resolve operational issues.

e Support FR teachers, and serve as a communications point person for FR teachers, staff and retreatants to
ensure a safe and supportive environment for monastic and lay retreatants and teachers during long-term
retreats.

e Support monastic teachers and yogis, understanding protocols and customs, and conveying IMS’ appreciation and
respect.

e Support teachers with travel and housing needs.

e Work with the FR Teacher-in-Residence and IMS managers to ensure coordinated, efficient, safe and
supportive operations throughout the center.

e Administer processes and practices to ensure retreatant and teacher satisfaction. Manage retreatant evaluation
process. Respond to retreatant concerns. ldentify opportunities for improvement and collaborate with the
appropriate individual(s) to address the issue. Resolve escalated customer service concerns. Solicit teacher feedback
and support teacher-staff interface. Maintain and update screens and inform teachers of any relevant information.

e Oversee and administer FR office functions, including application and registration processing, retreat
management, service retreatant program, financial assistance and customer service.

e Manage registration and housing to maximize occupancy. Able to successfully perform every office function

as needed.

Update Forest Refuge information on IMS website as needed.

Create the schedule page in WordPress each new year.

Oversee hiring, training and orientation of new departmental staff.

Supervise FR Office Coordinator in a manner that creates the conditions for personal growth and optimal

performance; review employee performance on aregular basis and provide feedback; implement disciplinary actions

in consultation with Human Resources and Executive Director when needed.

e Administer schedules to ensure appropriate coverage and adherence to PTO policies and practices.

e Provide ongoing support for team collaboration, cohesion and behavior that supports the staff and yogis’ practice in
the work environment.

e Facilitate regularly scheduled departmental meetings.

e Implement the operational, financial, and personnel policies and procedures of IMS in the department.
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e Maintain productive relationships with all other IMS managers and directors; plan, collaborate and coordinate with
other departments as appropriate; participate in management meetings, staff meetings, operational meetings and

other forums in a way that represents the interests of both IMS and the department.
e Supports and protects silent retreat environment; upholds ethical principles.

Qualifications/Experience

e Bachelor's degree or equivalent combination of education and experience required

e 2 or more years’ experience with administration, budgeting and databases

e 1 ormore year(s) of supervisory or management experience preferred

e 1or more year(s) experience with retreat or event operations and management

e Deep understanding and significant meditation experience in the Theravada Buddhist tradition required; long-
term retreat experience preferred

e Experience practicing with and/or serving monastics in the Theravada tradition preferred

e Astrong customer service background with a commitment to providing a high level of service

Position Now Open
Qualified applicants: Please send a résumé and cover letter to IMSjobs@dharma.org.
This is a full-time, 40 hours/week position offering health, dental and vision benefits, Flexible Spending Account, meal
plan options, generous paid time off, and staff meditation resources.

Consistent with the Americans with Disabilities Act (ADA) and Massachusetts law, it is the policy of IMS to provide reasonable
accommodation when requested by a qualified applicant or employee with a disability, unless such accommodation would
cause an undue hardship. The policy regarding requests for reasonable accommodation applies to all aspects of employment,
including the application process. If reasonable accommodation is needed, please contact Human Resources

at HR@dharma.org.

Insight Meditation Society is an equal opportunity employer that is committed to diversity and inclusion in the workplace. We
prohibit discrimination and harassment of any kind based on race, color, sex, religion, sexual orientation, national origin,
disability, genetic information, pregnancy, or any other protected characteristic as outlined by federal, state, or local laws.
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