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Job Title: Day Camp Director & Retreat Coordinator 
CAMP JORN YMCA

Status: FT Exempt
Reports to: Executive Director

Date: Nov 2021
POSITION SUMMARY:

This position oversees the total operation of the Summer Day Camp Program and the complete development and execution of all Retreats / Facility User Groups that occur beyond the summer season. Combining these two opportunities allows year-round employment and community impact  

ESSENTIAL FUNCTIONS FOR DAY CAMP:
1. Responsible for leading in cooperation with the Camp Operations Director, staff recruitment, training, planning, and general program operations in accordance with Camp Jorn YMCA, WI State Licensing regulations and American Camp Association standards. 
2. Responsible for providing a safe, high-quality environment for all campers and staff through maintaining compliance with program policies, procedures and schedules.

3. Supervise and provide guidance to program staff.

4. Serve as a resource for program and other leadership staff.

5. Build effective, authentic relationships with campers; helping them connect with each other and to Camp Jorn YMCA. 
6. Other duties as assigned.
ESSENTIAL FUNCTIONS FOR RETREATS & FACILITY USER GROUPS:
This person is charged with the complete development and execution of Camp Jorn YMCAs Retreat & Conference Programs. This entails everything from recruiting groups to the specifics of facility use, programmed activities, appropriate staffing and guaranteeing customer satisfaction. Generally, these program are beyond the summer months and are coordinated with the Camp Director to make best use of our facilities year around.   
1. Actively recruit groups to stay at Camp Jorn. Taking advantage of our facilities, program and food service options.
2. Along with Property Manager, oversee the process of facility readiness – sleeping accommodations, program areas and food service.

3. Responsible for budgeting anticipated income and costs as they relate to this program thrust.

4. Support registration, agreement / contract, and deposit / commitment process and providing follow up correspondence and tracking all forms. 
Other duties as assigned….
5. Answer phones and welcome guests.  
6. Provide administrative support to all areas of camp as requested. 
7. Live by and instill YMCA values of respect, honesty, caring and responsibility as a Camp Jorn YMCA professional.
QUALIFICATIONS:
1. Effective communication, customer service, time management, and problem-solving skills.
2. Able to handle multiple tasks, work well in a team setting and be detailed oriented.
3. Knowledgeable about office processes and procedures. Written and verbal skills are essential. 
4. Computer expertise including Office software and camp database software. 
5. Incumbent must possess a positive and professional attitude.  
6. CPR, First Aid certifications required.
7. Good character, integrity and adaptability
KNOW HOW

This position will be evaluated based on program growth and camper/parent satisfaction with registration and communication processes.  The incumbent will be held accountable for accurate financial reporting and information.
WORK ENVIRONMENT & PHYSICAL DEMANDS:

· 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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· While performing the duties of this job, the employee is regularly required to use a computer for extended periods of time and be able to communicate using a computer and phone. 
· The employee frequently is required to sit and reach and must be able to move around the work environment. 
· The employee must occasionally lift and/or move up to 25 pounds.  
· Specific vision abilities required by this job include close vision, distance vision, and the ability to adjust.
· The noise level in the work environment is usually moderate. 
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I have reviewed and understand this job description.
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