
Havurah Shalom 

JOB DESCRIPTION 

Zoom Host 

2 Part-Time Positions 
$30-$40/hour DOE 

 
 

Reports to: Office and Facilities Manager 
 
 

JOB SUMMARY:  
 

The Havurah Zoom Host supports the online side of hybrid services at Havurah Shalom. The Host 
is available for regular Saturday morning Shabbat services (10-12 pm, on site), weekly Morning 
Minyan Wednesday services (8:30-9 am, can be remote), Kabbalat Shabbat Friday night services 
(as scheduled, on site), and services and celebrations for the Jewish holidays (as scheduled, on 
site). The Host would not be needed for High Holiday services. Non-service events may also be 
offered to the Zoom Host as they become available. 
 
The Host is also responsible for Zoom support for b’nei mitzvah families. (B’nei mitzvah take 
place during the normal Saturday service time, 10-12 pm.) The Host will communicate with and 
gather information from the families beforehand, as well as attend a run-through session the 
week before the service. 
 
The Host should be conversant in Zoom, able to share media, control muting, interact in chat, 
manage breakout rooms, activate polls, and overall enable the interactive nature of our hybrid 
services. The Host will also be responsible for moderating people in the Zoom meeting and being 
alert for inappropriate content. The Zoom host will work onsite at Havurah Shalom using a 
synagogue workstation. Familiarity with the Shabbat service is required. 
 
 

QUALIFICATIONS:  
 

- Proficient with Zoom and its common features, such as security controls, muting, 
breakout rooms, spotlighting, chat, etc. 

- Can troubleshoot Zoom problems, as well as other computer problems. 
- Can communicate in chat and on camera with ease, confidence and professionalism. 
- Can provide patient and knowledgeable technical assistance to people in Zoom 

attendance.  
- Can reliably attend work in person as scheduled. 
- Is reliably on time as a rule. 



- Knowledgeable about and comfortable with Jewish services. Can follow along in a siddur 
via shared screen when needed.  

- Able to manage communication with b’nei mitzvah families during the week in 
preparation for their service, including gathering files from them to use during the 
service. 

 
 

PRIMARY TASKS AND RESPONSIBILITIES:  
 

• Communicate with b’nei mitzvah families to prepare for their Saturday morning service.  
 

• Do a run-through with b’nei mitzvah families in the week beforehand to smooth out tech 
issues (maximum 2-hour commitment per family). 

 

• Collect requested media ahead of a service (media will be provided by family).  
 

• Be on site half an hour before service start time.  
 

• Use workstation at Havurah Shalom to log into Zoom and perform hosting duties using 
Zoom application.  

 

• Mute people as needed, answer questions and interact with people in the chat, monitor 
participant list, allow people to unmute if needed, and be alert for inappropriate content 
in the Zoom room.  

 

• Be prepared to deal with security issues such as zoom-bombing. 
 

• Be familiar with AV controls in the Havurah Sanctuary in case troubleshooting is needed. 
 

• Be a representative of Havurah by presenting a welcoming, friendly, helpful persona. 
 
 

TIME COMMITMENT:  

 
The Zoom Host schedule in a normal week is 2.5 hours on Saturday mornings (9:30 to noon) for 
regular services, 3.5 hours when there is a b’nei mitzvah (9 to 12:30). Morning Minyan takes 
place weekly for half an hour but pays for 1 (8:30-9 am). 
 
B’nei mitzvah run-throughs take place generally on weekdays and are a 1-hour commitment. 
Scheduling is flexible. 
 
Additional services are scheduled at least a month ahead of time. 
 
Due to the nature of the schedule, we are hiring two people for this position, to aid flexibility. 



 
All services except for Morning Minyan on Wednesdays require that the host be on site. 
 
 

TO APPLY: 

 
To apply, email Rachel Pollak at info@havurahshalom.org with the subject line “Zoom Host 
Application.” Include resume and a brief note in the body of the email introducing yourself. 

mailto:info@havurahshalom.org

