CENTER MANAGER (Full-Time)
The Center Manager is the heart of the operation here at Vajrapani Institute and works
with the rest of the leadership team to create successful retreat experiences. While the
Executive Director works with the outside community, the Center Manager role
oversees internal day-to-day operations including staff coordination, event logistics,
hiring, employee growth, and acts as human resources. The Center Manager
coordinates operations with the following teams: Community Relations, Kitchen,
Housekeeping, Administration, Land, and Facilities. At times, the Center Manager may
also manage seasonal work-study volunteers.
We are looking for a kindhearted, mature and spiritually oriented person who values
harmony and can live and work in a contemplative environment with a community of
practitioners made up of retreaters and staff members. The right person for this job is
one that loves coordinating people. The Center Manager needs to be able to align
different teams to the shared goals of having successful retreat experiences for our
guests. A good fit would be someone that is empathetic, a people person, and yet
knows how to use problem solving to drive toward solutions. As a leader among the
staff community, you should know how to delegate and when needed, be able to dive
into different roles to get things done.
As we are a retreat center with most of the staff members living on the land, the Center
Manager is required to live on the property.
Following a 2 yearlong closure due to the Covid-19 pandemic, we will be reopening in a
limited capacity around Spring 2022. Ideally, this position would start immediately as it
is an integral part of reopening.

Responsibilities
•
•
•
•
•

Managing day-to-day operations and execution across different, diverse teams
Build and manage talented teams of people that are focused on helping spiritual
growth of retreat guests and staff
Work with team leads to create and optimize work processes to ensure joyful
retreat experiences for guests
Partnering with the Director and leadership team to build a culture of compassion
in action and the idea of service as our spiritual practice
Coordinating with the Spiritual Program Coordinator for events and manage
Facility rentals requests as they come in

•
•

As our HR rep, ensuring legal and safety policies are covered for new hires and
existing staff
Creating and supervising staff schedules, payroll, benefits, and time off.

Qualifications

• A spiritual practice/orientation
• A minimum of 3 years of management experience with a strong focus on team
growth and community
• Experience running varying teams/departments
• Excellent oral and written communication skills
• Commitment to solution-focused problem solving, communications, and
accountability
• Ability to develop solutions, policies, and procedures to recurring problems
• Ability to build consensus between different departments and people
• Ability to manage multiple projects and tasks while attending to regular and
unforeseen daily occurrences
• Ability to balance short-term and immediate decisions, with long-term needs and
goals
• Ability to know when to lead the group and when to step back and build
collaboration
• Ability to keep calm is stressful situations and help guide others through tough
times
• Human Resources experience is preferred
• Experience living where you work is preferred
• An understanding of organizational needs particular to a retreat center is a strong
plus
• Experience living in mountain/forest environments, or off the grid, is a plus
• Familiarity with Buddhism
• Approved to work in the U.S.

Benefits
•
•
•
•
•
•
•
•

Full-time, 35 hour per week position with hourly compensation
Daily staff meditation sittings
Opportunity to do a supported one-month personal retreat during our annual
winter staff retreat
Paid time off
Free lunch on work days
Health care stipend
Dental coverage after first 3 months
Housing perks for living on the land

Confidence can sometimes hold us back from applying for a job. We at Vajrapani
Institute know there is no such thing as a “perfect” candidate. Here we look for

exceptional people who want to make a positive impact through their work and help
create a place where they, and others, can have spiritual growth. So whatever
background you bring with you, please apply if this role would make you excited to
come to work every day!

About Vajrapani Institute
Vajrapani Institute is located on a secluded 70 acres of land within the redwood forests
of the Santa Cruz Mountains. Our purpose is to inspire deep spiritual growth by
providing supportive conditions to both guests and staff members from all religious
background. For over 40 years, we have been hosting retreats in the Tibetan Buddhist
tradition of our founders Lama Yeshe and Kyabje Lama Zopa Rinpoche. VPI is an
affiliate of the Foundation for the Preservation of the Mahayana Tradition (FPMT), an
international, non-profit organization with over 140 centers, devoted to the transmission
of the Mahayana Buddhist tradition and values worldwide through teaching, meditation,
and community service.

