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POSITION DESCRIPTION 
 
JOB TITLE: Hospitality Assistant DATE: November 2022 
DEPARTMENT:  Permanent School LOCATION: Santa Cruz CA or Maine 
REPORTS TO:  Hospitality Coordinator  Part-Time 
 
 

OFFICE SUMMARY:  The Office of Education and Schools works collaboratively with individuals, 

institutions, and communities to serve the goals of the Plan. Vital to this effort is a continued 

engagement with families and agencies in the schools’ service areas and their community building 

efforts of expansion and consolidation, social action, and participation in discourses. Our permanent 

Bahá’í Schools provide a place of learning, fellowship, and service to all diverse participants who attend 

programs provided by the Office of Education and Schools, and local and regional institutions. 

 

POSITION SUMMARY:  The Hospitality Assistant assists the Hospitality Coordinator in 

providing a welcoming space for guests and staff at the school.  They ensure comfortable, clean, 

safe, and beautiful residence, meeting and fellowship rooms.  The Assistant mentors, trains, and is 

a role model for volunteers and summer staff.   They contribute to a culture of learning, fellowship, and 

consultation, modeling good character and service. This is a part-time position at the school. 
 

KEY JOB RESPONSIBILITIES AND ESSENTIAL FUNCTIONS:  include the following. Other 
duties may be assigned.   
 

1. Contributes to the school culture of unity, learning, and collaboration. 

2. Uses cultural sensitivity and applies spiritual principles in attitude and behavior when 

engaged with staff and guests.  

3. Engages in a consultative process and solves problems to achieve unity of thought and action.   

4. Participates in school staff meetings, study sessions, and events. 

5. Reflects and exhibits the values and principles of the Bahá’í Faith and the Baha’i National 

Organization in character, attitude, and behavior. 

6. Collaborates with staff to assist in the smooth functioning of all areas of the school. 

7. Assists the Hospitality Coordinator in ensuring that all spaces that they are responsible for are 

comfortable, clean, safe and beautiful.  

8. Supports the Coordinator to train, supervise, and accompany volunteers and summer staff in 

duties assigned to hospitality, applying the principles of empowerment and capacity building. 

9. Maintains a high standard of safety with housekeeping procedures, machinery and tools. 

10. Maintains stocks of cleaning supplies, chemicals and equipment for hospitality. 

11. Maintains sanitation of public spaces and guest accommodations. 

12. Provides assistance in cleaning guest rooms, restrooms, and furniture, doing laundry, cleaning 

floors and carpets, setting up classrooms, removing trash, and recycling. 

13. Assists the Coordinator in managing the budget and maintaining records of costs. 

 

 

SKILLS & QUALIFICATIONS REQUIRED: To perform this job successfully, an individual 
must be able to perform each essential function listed above satisfactorily with or without 
reasonable accommodations. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. 
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1. Willing to learn about the principles and activities essential to the school and willing to join in staff 
studies of the writings and messages of the Faith. 

2. Actively involved in the activities of the Plan and completion of the Ruhi sequence, preferred 

3. Willing to contribute to the school culture of learning, fellowship, and consultation, as well as 

model good character and a spirit of service.  

4. Communicates with humility and openness with diverse individuals. 

5. Ability to work independently and in collaboration with others. 

6. Ability to encourage and support others in their learning and development 

7. Demonstrates a humble posture of learning 

8. Demonstrates creativity, flexibility, reliability, and trustworthiness 

9. Ability to maintain confidentiality and use good judgment 

10. Able to meet diverse and changing needs while maintaining priorities 

11. Experience in encouraging excellence and accompanying youth in their work 

12. Experience in hospitality, cleaning or custodial work 

13. Knowledge of care, use, and basic maintenance of housekeeping equipment such as 

vacuums, mops, buckets, linen carts, etc. 

14. Ability to ensure personal safety and that of summer staff  and volunteers 

15. Ability to provide helpful customer service and diplomatically resolve guests’ concerns.  

16. Attention to detail and appreciation for excellence, cleanliness and beauty 

17. While performing the duties of this job, the employee is frequently exposed to fumes or 

airborne particles, moving mechanical parts and vibration. The employee is occasionally 

exposed to a variety of extreme temperatures and conditions. The noise level in the work 

environment can be loud. The physical demands described here are representative of those 

that must be met by an employee to successfully perform the essential functions of this job.  

While performing the duties of this job, the employee is regularly required to talk and hear. 

This position is very active and requires standing, walking, bending, kneeling, stooping, 

crouching, crawling, and climbing all day. The employee must frequently lift and/or move 

items over 20 pounds. Specific vision abilities required by this job include close vision, 

distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  

 

 


