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Job Description 

JOB TITLE:  Administrator healing  

 

JOB PURPOSE: 

1. To work as a member of a collaborative, self-managing team 

administering all aspects of the White Eagle Lodge’s contact healing work. 

2. To assist in the development of the healing work 

3. To provide practical and administrative support and assistance in the day 

to day running of the Healing team and in updating healing training 

material and manuals. 

4. To ensure the White Eagle Teachings are fully reflected in the Contact 

Healing work, under the guidance of the ministerial person in the Healing 

team.  

5. To ensure that the work of the Lodge and its outputs are consistent with 

its charitable objectives and its ethos. 

 

PERSON REQUIREMENTS 

The White Eagle Lodge is a spiritual organisation. It is not necessary for the 
applicant to be a member or adherent of the Teachings, but respect and 

empathy are required for the spiritual aspects of the work and the values and 
ethos of the Lodge.  
Experience of an administrative role and good knowledge in using Word and 

Excel is highly valued. It is not necessary but beneficial to have experience as a 

contact healer within the White Eagle Lodge. 

 

RESPONSIBLE TO: 

Team Mentor for the Healing team 

 

RESPONSIBLE FOR: 

None

MAIN DUTIES AND RESPONSIBILITIES 

Assist in the development of the healing work. 

 
Assist in communicating with Contact Healing Supervisors. 

 
Assist in administering the practical organisation of the Healing Courses.  
 

In liaison with the Healing Facilitator assist in producing written training material 
and manuals and in producing written content for the website.  

 



Assist in the smooth overall running of the Contact Healing services at New 
Lands, liaising with other members of the Healing team, volunteers and helpers 

as necessary.  
 

Administer the insurance cover for contact healers in the UK and Ireland and 
maintaining a database register of Registered Healers for the regulatory function 
of UK healers.  

 
Liaise with volunteer helpers/staff members to ensure the thrice yearly mailings 

for distant healers are dispatched in a timely manner.  
 
Together with the healing team members maintain a nurturing, healing 

atmosphere within the team and maintain confidentiality and comply with GDPR 
requirements.  

 
Other duties as necessary and commensurate with the role. 
 

 

 

Within collaborative self-managing teams, individual team members have 

responsibility for specific tasks and areas of work; although knowledge is shared 

to facilitate effective working and to enable colleagues to provide cover for each 

other. The team discusses and agrees any changes to ways of working, referring 

to the Coordinating group as necessary. All teams have a member with 

Ministerial/spiritual input/outlook. The team makes a yearly budget proposal, 

with help from the Finance Officer and after agreement from the Trustees they 

work on keeping costs down and oversees the financial performance within their 

agreed budget. If financial investments outside the budget are needed it is taken 

to the Coordinating group who consults the Trustees. 

The team ensure all work is carried out effectively and efficiently, plan and 

coordinate procedures and systems to streamline processes within the team and 

keep up with skills development that are needed to carry out their tasks. The 

teams plan and agree between themselves when leave of absence is taken so 

that the necessary work can continue.  

The teams ensure their outputs are consistent with the Lodges charitable 

objectives and its ethos and ensure the Trustees are made promptly aware of 

significant issues including any that might affect the reputation, financial 

position, health and safety, business continuity etc of the Lodge. 

Individuals may also be invited and/or volunteer for other project teams that are 

formed on a temporary basis to progress specific projects and will also work in a 

collaborative and self-managing way. Team members should consider whether 

they have the capacity to take on such additional work and discuss with their 

team as necessary. 

 



Attribute Essential Desirable Method of 
Assessment

Experience -Experience in an 
administrative role in 
a small organisation

-Experience of 
being a distant 
and/or contact 
healer in White 
Eagle Lodge is 
valuable but not 
necessary 

CV 
Interview 

Interpersonal skills -The application of 

sound judgement  

-Effective 

prioritisation and 

organisation skills  

-Ability to develop 

and maintain good 

working relations

CV 
Interview 

Communication -Effective written and 
verbal communication 
skills 

Interview 

Personal Qualities -Excellent customer 

focused attitude 

 

-Ability to work as a 

team player as well 

as autonomously 

 

-Attention to detail 
 
-Ability to take 
initiative, multi-task 
and prioritise 
workloads 

CV 
Interview 

Technology / IT 
Skills

-Highly computer 

literate with ability to 

use Microsoft Office 

applications 

-Easily learn new IT 

programs/applications 

CV 
Interview 

Education and 
Training

-Evidence of 
continuing 
professional 
development 

-Relevant 

qualifications  

CV 
Interview 

Knowledge Knowledge of 

White Eagle healing

Interview 



 

 

 

 

 

 

 




