CAMP DIAMOND JOB DESCRIPTION
Position:
ASSISTANT DIRECTOR

Reports to:
Camp Director

Oversees:
Camp Cook, Kitchen Staff, Program Directors and General Counsellors
Qualifications:
Previous summer camp experience required.


Minimum of two years senior staff experience at residential summer camp required.


Working knowledge of various sports, games, crafts, and nature activities that are applicable to a camp environment for girls aged 4-16 years old.


Working knowledge of sailing, canoeing and archery required.


Working knowledge of mountain biking an asset.



Excellent communication skills and the ability to work as a member of a team.



Creative ideas for evening programs & special event days.



Willingness to assist in maintenance or cleaning areas when neeeded.



Valid Driver’s License required.



Standard First Aid & CPR required. (Training will be provided at camp if uncertified).

Clear Criminal Record Check with Vulnerable Sector Search is required.


Responsibilities:



Coordinate and oversee all-camp activities and program areas.



Supervise and evaluate program heads and general counselors.



Maintain inventory control, distribution and maintenance of all program materials and equipment.



Ensure safety of campers and staff while using program equipment.

Ensure all programs are implemented in accordance with the POR, government, OCA or other governing body requirements.

Develop risk management practices for all activities.

Act as director-in-charge in absence of Camp Director.



Meet with Camp Director daily.
Duties:

Prior to Camp:
Plan and organize all camp ceremonies and special events with help of Camp Director.
Pre-Camp:    
Advise Camp Director of supplies and equipment to be purchased within budget guidelines.



Assist Program Directors with planning program schedules.


         
Act as a resource for site staff teams during their site time planning.



Participate fully in staff training.

At Camp:      
Oversee any distribution of program supplies to camp staff.



Maintain and organize tuck shop.



Assist Camp Director in overall supervision of campers and staff.



Act as a resource for program directors and general counsellors.



Ensure program heads maintain inventory of each area.



Other duties as assigned by Camp Director.

Post-Camp:    
Prepare a final report of the summer’s program, including detailed inventory of supplies.



Evaluate Program Heads/Assistants.

                          
Organize, store and inventory all program equipment and supplies.

                          
Assist with general camp clean-up.


             
Make recommendations for future year.



Other duties as assigned by Camp Director.

Employment dates:
June 5 – August 25, 2012
Salary:


$2000-$2600 (plus room & board, one day per week off)
Send resume & application to:  Camp Diamond, 6 Tremont Place #1, Peabody, MA 01960

info@campdiamond.ca or Fax to: 617-202-9289


