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Job Description
Summer Camp Coordinator

Status: Non-Exempt Department: Parks and Recreation

Supervision Received: Under the direction | Positions Directly Supervised: Camp
of the Recreation Manager and Recreation | Counselors, Asst Site Supervisors, and Site
Supervisor Supervisors

Basic Function/Summary: The Summer Camp Coordinator is responsible for overseeing
the day-to-day operations of the summer camp programs across three (3) camp site
locations including program coordination and scheduling, providing mentorship to Summer
Camp Staff and Counselors, and staff training and development.

Essential Duties and Responsibilities:

1.

2.
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9. Assist Recreation Supervisor by mentoring staff, leading field operations, and

Supervise all Counselors, Asst. Site Supervisors, and Site Supervisors at three (3)
camp site locations.

Assist with the development, planning, and implementation of activity blocks in
each of the eight (8) weekly schedules.

Offer innovative twists and ideas to camp programs.

Assist with identifying supplies needed for summer camp sites.

Participate and lead the “Quick Games & Team Bonding” portion of staff training.
Responsible for “Camper and Counselor of the Week” Programs.

Responsible for sorting, labeling, and distributing all summer camp supplies to each
site prior to the start of Summer Camp, distribute and collect weekly attendance
sheets, activity schedules, time sheets, awards, etc.

Schedule a minimum of two (2) observation hours at each camp site per week.

compiling weekly Newsletter.

10.Provide direction in the event of an urgency or emergency, by acting and following

camp procedures and guidelines.

11.Provide as a stand-in for other staff, as needed, to ensure seamless camp-wide

operations.

12.Teach new activity/game rules and instructions when necessary.
13.Lead Summer Camp Field Day in collaboration with the Recreation Supervisor.
14.Listen and respond to parent concerns and report all concerns to Recreation

Supervisor to resolve issues.

15.Ensure all facilities are safe, clean, and well-maintained.
16.Performs other related duties as assigned.

Education/Experience:

High School Diploma or equivalent.
Must be 18 years of age or older.
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e Minimum of two (2) years of experience in Youth Summer Camp, programs, or
related field.
e First Aid and CPR certified required prior to first day of work.

Special Requirements:
e None

Competencies:
e Accountability/Dependability
Adaptability/Flexibility
Attention to Detall
Collaboration
Communication
Creativity
Cultural Competence
Customer Focus
Empathy
Initiative
Interpersonal Skills
Leadership/Team Leadership
Organizational/Thoroughness
Patience
Problem Solving
Safety Focus
Self-Management
Ability to participate in various outdoor activities, games, and sports, being able to
spend extended periods outdoors in different weather conditions.

Physical Requirements:

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.

This position is primarily working outdoors, exposure to various temperatures and weather
conditions, with occasional indoor work.

While performing duties of this job the employee is regularly required to talk or hear. The
employee frequently is required to use hands to finger, handle or feel objects, and reach
with hands and arms.

Tasks in this position involve the ability to frequently stand and walk; This position exerts
normal manual dexterity and eye-hand coordination; with the ability to lift material weighing
up to 35 pounds manually; may be asked to lift more than 10 pounds on a regular basis.
Specific vision abilities required include close vision, distance vision, peripheral vision,
depth perceptions, and the ability to adjust focus.
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This position will require mobility (bend, stoop, kneel, twist, crawl, and crouch) up to 8
hours a day.

Position Type and Expected Hours of Work:
This is a seasonal, part-time, non-exempt, position. Typical days and hours of work are
Monday through Friday, 8:45am- 3:15pm between 30 - 35 hours per week.

Other Duties:

Please note this job description is not designed to cover or contain comprehensive listing
of activities, duties or responsibilities that are required of the employee for this job. Duties,
responsibilities, and activities may change at any time with or without notice.

Signature:

Employee Signature below constitutes employee’s understanding of the requirements,
essential functions, and duties of the position.

Employee Date

Last revised 02/11/2025
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