
Healing Circles Global is a nonprofit whose vision is to provide positive social support to anyone
who asks for it. This takes place in small circles built on a framework that brings out the best in
people. It encourages participants to treat one another with kindness and respect, hold one
another’s stories in confidence, withhold judgment, and honor one another’s unique path to
healing without advising, fixing, or rescuing.

Circle participants work together to explore the best ways to remove obstacles to healing,
alleviate suffering, and deepen their capacity to heal. They also access their own inner guidance
to determine where the greatest healing—physical, emotional, mental, and spiritual—can occur.

The services we offer take place through Zoom. The primary role of the registrar is to create
connections between those services, the people who can benefit from them, and the volunteers
and staff who support them.

For the public, the registrar:
● Makes events visible on the HCG website so people can register for them. (Tools:

WordPress and Sawfish).
● Provides support when participants have questions or encounter problems (Tool: Gmail)
● Educates participants in using tools that enable them to solve problems on their own

(Tools: Gmail and FormAssembly)
● Directs questions to the people inside HCG who can answer them

Behind the scenes, the registrar:
● Ushers new events into Salesforce and enables ongoing events to continue (Tools:

Salesforce and FormAssembly)
● Assigns Zoom links to new events and keeps links for ongoing events active.
● Maintains the calendars for each Zoom account (Tools: Google Calendar)
● Makes sure that hosts have the information they need (Tools: Salesforce, Gmail, and

Google Groups)
● Ensures that events are discoverable on the public website (or hidden as appropriate)

and on team pages (Tools: WordPress, Sawfish, and Salesforce)
● Makes changes in Salesforce that volunteers can’t make themselves and shows

volunteers how to carry out the tasks they can self-manage
● Troubleshoots registration-related issues for volunteers
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Qualities we’re looking for in a registrar:
● Curious and enjoys problem-solving
● Courteous, warm, and helpful in supporting all constituents
● Enjoys learning new things
● Has a sense of technological adventure (this, combined with a willingness to learn

makes direct experience with the set of tools we use unnecessary)
● Takes initiative and works independently
● Collaborative, contributing member of a team
● Detail-oriented and able to track multiple things at once
● Comfortable in an entrepreneurial/start-up environment and willing to help establish new

solutions and processes

Time commitment: 15 hours per week
Pay range: $20-25/hr depending on qualifications and experience. Commonweal prioritizes
employee well-being and offers a flexible work environment and an inclusive, caring culture.
Location: Remote (work from anywhere)

To apply: Please send an email message to jobs@healingcirclesglobal.org with the following
attached as PDF files:

● A letter that links your qualifications, interests, and experience to the responsibilities of
the organization and the position

● Your current resume
Deadline: January 13, 2023
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