
Detailed Job Descriptions

Job Description for Coordinator (2014)

(This position has the opportunity to be shared with a second coordinator)

Risk: High

Screening required: cover letter and resume, interview and police records check

Responsibilities:
Prior to Summer Program time.

-Work with  H-P Presbytery Youth Minister to: set up host sites, do program/curriculum planning, attend and facilitate staff training and hiring of senior staff and LITs.

-Secure dates for programs with host sites.  Visit the host site early in planning process.

-Provide advertising material and program material to host site in a timely manner

-Produce/become familiar with Policy and Procedures for Program Staff (Sexual Harassment, Discipline, Incident Reporting etc.) working in conjunction with H-P Presbytery Youth Minister)

During the Summer Program time.

-Is responsible for program at all times during the camp event, adapting program, daily themes, and approving all program activities.

-Be responsible to get themselves to and from the program site

-Participate fully in implementation of weekly program 

-Ensure at least one staff person is available to attend and participate in the worship service or "Family night" at the host site. 

-Encourage staff and volunteers by means of advice on areas where improvement is needed and by means of celebrating areas of excellence

-Informs H-P Presbytery Youth Minister at all times about staff performances and prepares staff evaluations with the H-P Presbytery Youth Minister.

-There will be a mid-summer evaluation with all full time staff and H-P Youth Minister  & a final review at end of summer

-Prepares a written report to be handed to H-P Presbytery Youth Minister by September 15 who will then distribute to Over Seeing Committee for Huron-Perth Presbytery in September for  Division of Mission Committee of Huron-Perth Presbytery.

-Extra duties as assigned from time to time by the H-P Presbytery Youth Minister  and/or Over seeing Committee for Huron-Perth Presbytery Summer Traveling Day Camp .
Job description for posting (less detailed)
Coordinator

12 or 16 weeks 

May/June -August (12-16weeks) at 35h/week for $11.00-11.50/hr.

Monday-Friday, 8am-3pm + occasional Sunday Worship Service
(Must be 18 years and older and available for full time work as of May)

Working Hours:
A typical day is 8am to (2) 3pm (6-7 hours). 

A typical week is Monday to Friday (5 days x 6 hours = 30 hours)

Add 5 hours each week for “no ‘teaching’ duties” such as evening prep., Sunday worship, etc.

The first 4-7 weeks of the contract are spent  preparing the program, setting up sites, advertising, helping to secure funding.

July and August are program weeks. ..where you work at the camps

Last week for clean up and review

Skills & Gifts Needed:

Demonstrated leadership ability and experience with children and youth.

Ability to articulate concepts and personal experiences of faith.

Excellent organizational and administrative skills.

Experience working with large groups of children.

Problem solving abilities are key when working with a program and staff/adult volunteers that requires continual adaptations

Driver’s License and use of a vehicle is an asset. (At least one staff person needs a license and vehicle at any site)

Duties & Responsibilities:

Work collaboratively on leadership team.  This team will require gifts and skills in music, drama, crafts/art, story telling and administration.

Oversee the programming of your assigned location each week.

Obtain materials and keep good financial records of expenditures.

Help train, supervise & evaluate camp staff and adult volunteers.

Act instrumentally in curriculum development.

Build positive relations with all involved.

Other duties as assigned by the Huron-Perth Youth Minister
Senior Staff Job Description (2014)

Risk: High

Screening required: cover letter and resume, interview and police records check 

-Promote the camp, as opportunities arise. 

-Assist Coordinator with staff training days.

-Communicate regularly and when necessary with the Coordinator.

-Assume responsibility for the camp in the absence of the Coordinator.
-Participate in pre-camp training sessions, working with Coordinator to plan and conduct training sessions.

-Support the LITs at training and throughout the summer, checking in with them at least once a week, helping them to develop leadership skills.
-Be responsible to get to and from the program site

-Participate fully in implementation of weekly program 

-Occasionally participate in Worship Services at various church host sites.

-Encourage staff and volunteers by means of advice on areas where improvement is needed and by means of celebrating areas of excellence

-There will be a mid-summer evaluation with all full time staff and H-P Youth Minister  & a final review at end of summer

-Offer feedback to help in the preparation of a written report to be handed to H-P Presbytery Youth Minister by September 15 who will then distribute to Over Seeing Committee for Huron-Perth Presbytery in September for  Division of Mission Committee of Huron-Perth Presbytery.

-Extra duties as assigned from time to time by the Coordinator, the H-P Presbytery Youth Minister  and/or Over seeing Committee for Huron-Perth Presbytery Summer Traveling Day Camp .
Shorter versions of Job Descriptions

Senior Staff

 7 weeks + 2 day staff training 

Work time period-July 9-August 24

35 hours per week + occasional Sunday morning worship services

$10.50- $11.00 per hour

Working Hours:
A typical day is 8am to 2pm (6 hours). 

A typical week is Monday to Friday (5 days x 6 hours = 30 hours) with some extra work on off hours

.Skills & Gifts Needed:

Demonstrated leadership ability and experience with children..

Ability to articulate concepts and personal experiences of faith.

Problem solving abilities are key when working with a program and staff/adult volunteers that requires continual adaptations

Understands importance of team approach to work where one leads but not dominate, offers support and follow through.

Experience working with large groups of children.

Driver’s License and use of a vehicle is an asset.

Duties & Responsibilities:

Oversee the programming of your assigned location each week and suggests improvements as needed.

Helps to obtain materials and is willing to assist coordinator as needed.

Assist with curriculum development.

Build positive, serving relations with all involved.

Other duties as assigned by the Coordinator and/or Huron-Perth Youth Minister

