Lendrick Lodge Guest Manager/PA
	

	Job Title:
Guest Manager and PA

	Reports To:
Stephen Mulhearn and Victoria Lyons

	Hours:

32 hours per week (to be arranged)
Full time position:

Pending trial period

Salary:

To be arranged

Working days:

Thursday –Sunday, these days may vary occasionally, including evenings

 

	1.
	MAIN PURPOSE OF JOB:



	
	The Guest Manager/PA will wear a few different hats!

You will liaise with Lendricks directors, staff and volunteers to ensure teachers and guests are experiencing a transformative course at Lendrick Lodge. Holding a loving, supportive energy for everyone.
You will also occasionally be personal assistant to one of Lendrick Lodge’s directors and teachers, Stephen Mulhearn. This will involve helping with the smooth synthesizing of the different strands of the mission/business.



	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES




· Manage needs of teachers and groups and problem solving
· Keeping our team and volunteers focused on the main purpose above

· Communicating with teachers, suppliers and affiliates of Lendrick Lodge
· Actively organise and schedule new volunteers

· Ensuring the centre is welcoming and inviting for every group and guest
· Plan rotas and use time management for future planning

· Responsible for monies and good office management 
· Engage in office admin with skills in excel, word and database

· Taking course bookings, by phone and by email

· Outstanding/confident communications skills
· Centre and office planning and organisation

· Helping team in the kitchen if required
· Helping team clean centre if required
· Actively support and inspire volunteers and guests

· Being an inspirational and motivational presence

· Work closely with colleagues and volunteers to ensure manifestation of Lendrick’s vision

· A desire to support people to transform

Lendrick Lodge’s Vision
We empower people to heal, be happy and love life.

PERSON SPECIFICATION:

This person specification sets out the various criteria that are essential or desirable for the post and by which we will assess your application. When completing your application form please address all the points set out below using each number, i.e. 1.1 then 1.2… Include: dates, places and for how long if appropriate. Talk about success, growth and experiences in the points below.
	1. 
Skills and experience

	1.1 Great communication & people skills, with previous success in similar roles 
as those described
	Essential

	  1.2 
The ability to initiate, build and maintain good working relationships


	Essential

	  1.3
 Experience in co-ordinating people and resources to achieve desired goals

	Essential

	1.4
Experience of operating in an environment which promotes Health and 
Safety in the workplace
	Desirable

	1.5
Experience of putting plans into action, monitoring progress and


using excellent problem-solving skills to resolve issues
	Essential

	1.6
Capacity and confidence to address groups
	Desirable

	  1.7 
Experience caring for people with a loving, positive attitude
	Essential

	1.8
Experience of office skills and excellent time-management 
	Essential

	1.9
Experience of working or volunteering in an organisation that is care orientated
	Desirable

	1.10
High energy levels that you utilise for success

	Essential

	2. 
Knowledge & Understanding

	2.1 
Knowledge and interest of healing modalities
	Essential

	2.2
Knowledge of Health and Safety working practices
	Desirable

	3. 
Skills & Abilities

	3.1 
Strong communication skills, both verbal and written
	Essential

	3.2
Ability to demonstrate a creative approach to roles and responsibilities
	Essential

	3.3
Ability to use email, excel and word to a good standard with excellent 

         grammar and spelling skills

 
	Essential

	3.4
Ability and interest in social media
	Desirable

	4. 
Attitude & Vitality

	4.1 
A happy, positive, inspirational attitude 
	Essential

	4.2 
Great vitality, with plentiful energy for your own tasks and the inspiration of others
	Essential

	4.3    Pro-active approach to life with an enjoyment for multi-tasking
	Essential

	4.4    Kindness must be at the core of your being
	Essential

	5. Special job requirements

	5.1 
Current driving license 
	Desirable

	5.2 
Clean driving license
	Desirable

	5.3 
Own your own car
	Desirable


Please answer the following questions concisely with relevant dates and length of time if appropriate, using the letters:

A. Detail experience/qualifications you have that will be helpful for this role?

B. How will you keep people focused and inspired in their work?
C. Where and for how long have you volunteered in an organisation that is care orientated? For instance, Lendrick Lodge or working in a soup kitchen?

D. What about you will inspire people to come volunteer at Lendrick Lodge?
E. Where and how have you developed the confidence and competence to work with international teachers?
F. Where are your strengths in communication, both written and verbal? Tell us about an           important time where your skilful communication has solved a problem and created a positive result.
G. Have you suffered from mental illness? How often have you suffered from mental illness and what treatment/support did you receive?

H. Can you hold boundaries with a loving strength, please give an example?
I. How would you describe your typing capacities, grammar and general office skills?
J. Which type of social media do you actively engage with?

K. Where have you excelled through the direct result of your happy, positive attitude?
L. On a scale of 1 – 10 (10 being the best), what level would you describe your vitality and energy? What do you do to maintain great vitality and high energy?
M. How would people you have worked with, describe you?
N. What’s your personal vision for the next 5 years?
O. Lendrick Lodge can be quieter in the winter months. Scotland in that time period can be cold, wet and dark. How would you cope within this potentially isolated environment? 
P. Please tell us about a major life challenge that you experienced and how you dealt with that?
Q. Please share with us any spiritual practices you have and how regularly you engage in them?
R. Please tell us about courses you have attended at Lendrick Lodge or in other retreat centres, including dates and length of attendance?
S. Please write a paragraph about yourself.
T. Why do you believe you are the best person for this job and why do you want to support the mission of Lendrick Lodge?
U. Are you an inspirational person? Do you have ‘a way of being’ that helps people have a good working experience with you?

V. How do you hope to grow and develop as a result of being at Lendrick Lodge?

W.  Please include any references you have, with contact details.
X. Are you happy to follow Covid-19 safety measures that includes testing and wearing a facemask indoors at Lendrick Lodge?

Y. Have you been fully vaccinated against Covid-19?

Z. Please attach a photo of yourself for reference purposes.
Please send your application to:

info@lendricklodge.com with the heading Guest Manager - YOUR NAME
The closing date for applications is 21st Dec 2021.

