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EMPLOYMENT OPPORTUNITY 

  

 

Woolman Hill, a Quaker retreat center in Deerfield, MA, seeks an individual to serve as 

part-time Conference Center Coordinator.  

 

Duties include administrative tasks such as managing rental inquiries and bookings, 

coordinating facility schedules, and giving tours, as well as hosting some individual and 

group rentals.  

 

Excellent inter-personal, organizational and communication skills required. Proficiency 

in Microsoft Office Suite and Google Drive; willingness and ability to work irregular and 

weekend hours; appreciation for spirituality, diversity, and simple living; versatility and 

adaptability desirable. Familiarity with Quaker values and practices helpful.  

 

Ideal candidates might also fill one or more of the following part-time duties: IT support, 

outreach/development, grounds-keeping, bookkeeping, cleaning, cooking. 

 

Approximately 15-20 hours/week (possibly more), depending on qualifications and 

interests. Compensation in housing and/or modest salary. Benefits include retirement 

plan, paid vacation, and beautiful work-site. Residence on-site preferred, not required.  

 

For full job description and more information, see www.woolmanhill.org/job-board/ or 

contact Margaret Cooley (margaret@woolmanhill.org, 413-774-3431).    

 

Review of applications to begin immediately and continue until position is filled, 

with aim of mid-June starting date. Submit letter of interest, resume and references 

to margaret@woolmanhill.org.  

 

 

(See next page for explanation of possible additional tasks) 
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Further explanation of possible additional tasks: 

 

 

Cleaning 

Cleans the Conference Center, Meetinghouse, Red House and cabins between group and 

individual rentals; ensures that spaces are presentable after guests leave. 

Grounds-keeping 

Responsibilities may include: mowing lawns and fields; snow removal; tree pruning and 

care; garden maintenance; general upkeep of grounds and trails. 

Cooking 

Consults with the Executive Director to plan Woolman Hill program meals. Plans menus, 

buys food and cooks meals for Woolman Hill programs (roughly 6-12 weekends per 

year). Manages kitchen supplies and equipment. 

Bookkeeping 

Pays bills; makes deposits; monitors vendor activity and moneys owed; assists with year-

end tax accounting (familiarity with QuickBooks desirable).  

IT Support 

Takes responsibility for computer and internet trouble-shooting and tasks; researches, 

makes recommendations, and provides support for basic information technology and 

hardware systems; acts as primary interface with relevant IT consultants. 

 

Outreach/Development 

In conjunction with Executive Director, implements marketing and outreach for rental 

and program opportunities through internet and print. Assists with fundraising activities 

such as maintaining database, preparing grant applications, strengthening donor 

relationships. 

 

 


