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Camp Director Job Description

Antiochian Village Goal:

The purpose of the Antiochian Village Camp is to present to young people a living experience of the Holy Orthodox faith in their relationship with God and other campers in an uncluttered natural environment, free from all distractions that may draw them away from Christ and the Church.

Qualifications:

Minimum age – 25 years old

Education or training related to camping in the last three years.

College degree in a field related to camping

At least 2 years of administrative and/or supervisory experience in an organized group.

Direct responsibilities as an adult for continuous leadership of at least one organized sustained group of any type.

Two years of administrative or supervisory experience in a field other than camping.

Responsible to:

Metropolitan Archbishop PHILIP

Antiochian Village Council

General Responsibilities:

1. Plan and oversee all aspects of the camping program.

2. Define camp goals and plan program to reflect these goals

3. Carry out a system for recruiting campers via brochures.

4. Carry out a system for recruiting staff.  Reunions for present counselors and past counselors, attend youth meetings throughout the year.  

5. Submit articles for the WORD magazine on a monthly basis.

6. Develop applications forms for campers, and staff for Youth Department and the WORD magazine.  Also to be sent to those indicating an interest in a staff position or those wanting to attend camp.

7. Conduct interviews with prospective staff in order to develop a staff that is committed to goals of the Village.

8. Review all staff and counselor applications for hiring.

9. Prepare and conduct pre-camp and in-service staff training.

10. Develop and carry out position relationships with campers, staff and parents.

11. Supervise and order supplies, equipment, food and distribution of the above.

12. Inspect camp facilities at the beginning and end of every camp season for necessary repairs.

13. Consult maintenance personnel regarding minor repairs.

14. Consult with Executive Director of AV regarding major repairs and possible improvements for the camp.

15. Establish precise duties, responsibilities and privileges appropriate for each staff position.

16. Plan and carry out the budget and business operation.

17. Supervise the Assistant Director, Head Counselors, Program Directors and certain other key staff members.

18. Develop and supervise the routines, schedules and procedures for each program to insure that the goal of the camp is met.

19. Develop a Counselor Training Manual which outlines the duties, responsibilities and privileges of counselors.

20. Develop a Counselor-in Training program and a set of guidelines of expectations, duties, responsibilities and privileges.

21. Evaluate all camp operations and camp programs.

22. Define and monitor crisis management plans, including emergency procedures.

23. Organize and approve trips out of camp.

24. Monitor safety and all procedures for maintaining safety.

25. Provide an atmosphere of good morale and maintain healthy and happy staff/camper/visitor relationships.

26. Prepare evaluations and summaries for current season, include inventory, staff evaluations and recommendations for the upcoming camp season.

27. Attend regional and national meetings of the American Camping Association in order to improve current programs, obtain new ideas and remain informed of ACA requirements.

28. Plan and write aspects of the camp program, i.e. Christian Education, Evening Program, and Training Week.

29. Plan and run opening day registrations, as well as welcoming campers and their parents. 

30. Supervision must be provided for campers that await their parent’s arrival on departure day.

31. Prepare and assign Counselor/Camper Cabin Assignments.

32. Set guidelines for the inspection of cabins in order to maintain good hygiene.

33. Establish guidelines for Campers as well as disciplinary procedures.

34. Maintain weekly program scheduling.

35. Survey campers in written form between camping seasons, i.e., desires for next summer, suggestions.

36. Interview counselors at the beginning of the camping season and again at the end of the camping season.

37. Supervise various programs throughout the day.

38. Be available to campers and staff.

39. Visit various cabins on a daily basis as a supervisory tool, but also to provide opportunity to get to know campers and staff better.

40. Supervise Health Center management, quality and safety, designate an accompanying adult for camper/staff injuries or serious illness to the hospital.

41. Handle Counselor/Camper conflicts.

42. Oversee Volunteer Coordinator and his/her procedures.

43. Oversee and assist the organization of materials for special programs, i.e., Horseback Riding, Challenge Ropes Course, Canoeing, Overnight Campouts, and Nature Trail.

44. Plan a progressive program for all aspects of the Camp.  Christian Education materials, for year arts and crafts activity plan.  

45. Work with Executive Chef and kitchen staff on menus for the camping season.

Assistant Director Job Description

Position Summary/Purpose

The primary purpose of the Assistant Camp Director (ACD) is to assist the Camp Director in the planning and implementation of the summer camp program.  The main year-round duties are in the areas of Program Development. During the summer, the main duties shift to assisting with program execution and staff supervision.  In the absence of the Camp Director, the Assistant Camp Director assumes all responsibilities of the Camp Director. 

Supervision

The ACD is supervised by the Camp Director.

Working Environment

The ACD will have an off season office at the Center and will share the Director’s office at the Camp during the summer.  Some travel will be required for training purposes.

Principal Accountabilities

Off-Season Responsibilities

Summer Camp Program Development

· Strategize safe, fun, and appropriate activities for existing camp programs.

· Explore the programs of other camps to get ideas for improving our program.

· Attend resource conferences and continue to update Antiochian Village’s program resource library.

· Inventory and acquire all needed program equipment within the constraints of the camp budget.

· Implement an effective system for planning, organizing, facilitating and following-up all program activities.

· Attend appropriate training seminars to maintain overall effectiveness of camping program.

· Maintain appropriate training, certifications, and accreditation for all camp programs.

Off-Season Program Development

· Coordinate and plan winter Camp or retreats to be held at the Antiochian Village.

· Develop and operate Challenge Ropes Course program to be offered throughout the year and to patrons of the Antiochian Village Heritage and Learning Center.

Camp Promotion and Public Relations

· Assist with the format and design of camp promotional material, focused both toward campers and staff.

· Spearhead the design, content, and publication of Antiochian Village’s newsletter and bulk mailing.

· Update the Camp website at least monthly and continually expand its scope

General Administrative

Assist with the general administrative duties associated with running the camp.

Alumni Fellowship

Serve as resource to the Villagers’ Alumni Fellowship Steering Committee and guide and support the activities for the Villagers.

Camping Season Responsibilities

Staff Supervision

Supervise the Head Counselors and Program Directors and troubleshoot problems.

Handle camper problems that do not require the attention of the Camp Director.

Bring all serious problems to the attention of the Camp Director.

Program Execution

Coordinate the activities of all program directors and serve as primary support.

Counselor Job Description

Desired Qualifications

· Ability to work well with children in a camp environment

· Ability to relate to one's peer group

· Ability to accept guidance and supervision

· Ability to teach skills to other staff members and campers of all ages

· Possess good character, integrity, adaptability, enthusiasm, maturity, sense of humor, patience and self-control

At least 18 years of age

Responsible to


Head Counselor

General Responsibilities:

Guide the cabin and individual campers in participating successfully in all aspects of camp activities.

Identify and meet camper needs

Develop camaraderie between the campers of the cabin.  Each cabin should feel a bond and sense of community with the other campers in the cabin.

Teach and lead activities as assigned.

Be an example and role model for the campers.

Provide opportunities for the campers so that each individual experiences a successful and enjoyable time at camp.

Oversee and supervise all assigned aspects of the camper’s day.  This includes cabin clean-up, meal times, church, cabin and quiet times, getting ready for bed, and all other assigned duties.

Enforce all rules and regulations of the camp.  The best way to enforce a rule is by example.
Maintain morale and excitement of campers.  The campers will do anything that the counselors are doing including following the rules, being excited (or not excited) for an activity, and having fun while at camp.
Adhere to policies and guidelines in the Antiochian Village Staff Manual.
Head Lifeguard Job Description 

Minimum Specific Qualifications:

Current certifications appropriate to position (minimum: Lifeguard certification. WSI preferred, basic Canoe course preferred)

Knowledge of pool management

Training and experience in pool and swimming activities
Preferably at least 21 years of age

Ability to supervise staff helping at pool area

Desire and ability to work with children outdoors

Ability to relate to one's peer group

Ability to accept guidance and supervision

Good character, integrity, and adaptability

Enthusiasm, patience, and self-control
Responsible To:


Program Director

General Responsibilities:


To plan, direct, and supervise camp's aquatic programs

Specific Responsibilities:

Pool Facilities

Set up pool area during staff training week.

Daily pool maintenance: vacuuming, skimming, chemical testing and adding.

Conduct daily check of equipment in area for safety, cleanliness, and good repair. Request repairs from Maintenance staff when necessary.

Conduct initial and end-of-season inventory, and store equipment for safety.

Assist in packing all materials and supplies at end of season.

Submit orders for needed equipment & supplies, ensuring timely arrival of materials.

Evaluate current season and make suggestions for following season.
Staff Training

Conduct lifeguard training during Training Week for both Pool and Canoeing duty, to include:

Rehearsal of specific emergency situations

Demonstration of the skills learned in certification

Identification and management of hazards

All staff will undergo Lookout training during Staff Training week led by the Head Lifeguard to include:

Familiarization with and enforcement of Pool or Canoeing Rules

Identifying swimmers in distress

Teach and monitor proper use of equipment.

Work with others during special events (swim meets, pool party, counselor swim, etc.).

Other duties may be assigned and other duties reassigned as required or requested.
Head Counselor Job Description

Minimum Specific Qualifications

Ability to supervise peers

Knowledge of camping program, specifically the role of a counselor

Able to keep confidential information about campers and staff

Responsible To:

Assistant Camp Director

Specific Responsibilities: 

· Assist Camp Director and Assistant Director with organization of Training Week Schedule 

Workshops

Outings

· Must enforce rules for the entire staff including 

Counselor and camper curfews

Make sure counselors are at assigned activities and at church with their campers

Assist counselors with ideas for cabin times and activities to do with the campers

Inform Camp Director & Assistant Director of any problems with campers or counselors

Maintain morale and focus of the Counselors

Organize Weekend off social activities

Organize Staff Dinner at end of season

Coordinate cleaning of Staff Lounge by posting a cleaning schedule for each session and the cleaning tasks that must be done. Also, Head Counselors should make sure cleaning supplies are available.

First night of each session, Head Counselors must check in with every cabin for anything that the Counselors need

CIT Program - This includes leading the daily meetings, evaluating the CIT’s at the end of the session, and making sure that Counselor’s are treating the CIT’s properly

Bring campers to the Infirmary for Infirmary call during evening program (can also be delegated to others).  Whoever brings the campers to the Infirmary must also be sure to bring them back to their cabins.

Should check in with every counselor (Male Head Counselor with Male counselors and Female Head Counselor with Female Counselors) daily to see how things are going, if they need anything, or if there are any problems.  This can be done while doing rounds through the units during cabin times.

· Complete a formal evaluation of each counselor at the end of session 2, then set at least three goals with each counselor for the next part of the summer, and complete a final evaluation at the end of the summer for each counselor.

· Perform check of cabins at 2 PM on the final day of each session to make sure all equipment is accounted for and the cabins have been cleaned. Check again on the first day of the session to make sure all cabins are clean before campers arrive.

· Make sure all cabins are covered at all times by either assisting in coverage or delegating it.

· Some duties may be reassigned and other duties may be assigned as required.

Unit Leader Job Description

The Unit Leader is a counselor that is appointed by the Camp Director to help coordinate activities in the unit.  Unit Leaders report to the Head Counselors.  Additional responsibilities include:

· Enforce rules in the unit

· Inform Head Counselors of any problems in the Unit

· Make sure that the entire Unit is awake at 7 am

· Organize unit prayer at least twice per week

· At the beginning and end of each session every cabin must be checked for:

Supplies

Fire extinguishers

Smoke detectors

Items on checklist in cabin

· Some duties may be reassigned and other duties may be assigned as required.

Arts & Crafts Director Job Description

Minimum Qualifications:

· Training and/or experience in working with Arts and Crafts.
· Ability to supervise staff, make sign up sheet assignments, and order supplies and equipment.
· Ability to supervise campers and lead them in Arts & Crafts activities.

· Current certification in first aid and CPR. 

Responsible To:
Program Staff Supervisor
General Responsibilities:

· To further the mission of the camp through the development and delivery of arts and crafts activities that are safe, fun, and appropriate to campers’ age and abilities.  Assist in the management of the arts and crafts building and related equipment and supplies. 

· To plan, prepare, teach, direct and supervise all aspects of the Arts & Crafts program for the entire camping season.

Specific Responsibilities:

· Develop and deliver an arts and crafts program that is appropriate for the age and ability of the campers

· Write lesson plans that meet camp outcomes and the abilities of campers.

· Set up arts and crafts area during week before staff training week.
· Evaluate abilities of campers and staff.

· Design and deliver arts and crafts activities that make use of different art mediums, make use of the camp’s natural environment, and use the art resources most efficiently.

· Evaluate current season and make recommendations for equipment, supplies, and program for the following season.
· Ensure that staff and campers know & follow safety and educational procedures

· Assist in the implementation of staff training for arts and crafts.

· Train other staff in their responsibilities at the arts and crafts bulding.

· Ensure campers and staff follow safety procedures.

· Teach and monitor proper use of equipment.
· Assist in the management and care of the physical facilities and equipment in the arts and crafts program area

· Conduct initial and end-of-season inventory; store equipment for safety.

· Maintain the arts and crafts equipment.
· Ensure the security of the arts & crafts equipment and supplies, including clear inventory and planning for supply replacement in a timely manner.

· Conduct a daily check of the area and equipment for safety, cleanliness, and good repair. Request repairs from Maintenance Staff when necessary.

· Clean arts and crafts area, keeping it free of hazards and debris.

· Assist in packing all materials and supplies at end of season.
· Other duties may be assigned and others reassigned as required or requested.
Evening Program Director Job Description

Minimum Qualifications:

· Some technical knowledge of using the audio equipment and sound system, or the ability and willingness to be trained in this area

· The ability to speak and entertain in a public setting

· Fun and enthusiastic personality

Responsible To:



Program Staff Supervisor

General Responsibilities:


To develop, teach, and coordinate evening activities.

Specific Responsibilities:

Prior to Camp:

Work before staff training week on developing ideas for evening programs, as well as backup plans in the event of rain. Have a schedule typed up and ready by the end of May.

Keep in contact with the Camp to update them on your progress.

During Staff Training Week:

Conduct initial inventory.

Work on specific details for each night. This is the time when any props or supplies should me made and completed. 

Submit orders for equipment and supplies, making sure to leave plenty of time for delivery. 

Come up with a list of snacks that will be given to the kitchen staff during counselor training week.  This snack list will require approval from the Camp Director.

During Counselor Training Week:

Teach and explain the most detailed evening programs, while briefly discussing nights such as the Hafli or Pool Party. For nights that require special planning like Welcome Night or Staff Skit Night, present the ideas to the counselors early in the week to allow them enough time to prepare.

Work with other Program Directors to coordinate daily activities and plans.

During the Camping Season:

Conduct daily check of program area and equipment for safety, cleanliness and good repair. Request repairs from Maintenance staff when necessary.

Teach and monitor proper use of equipment.

Plan and execute each night’s Evening Program.

Utilize counselors evenly and appropriately.

Be mindful of the camp schedule, starting and dismissing cabins on-time.

Evaluate the program at the end of each camping session and make changes to it when needed.

Other duties may be assigned as required.

After Camp Ends:

Conduct end-of-season inventory, and pack all materials and supplies.

Evaluate current season and make recommendations for equipment, supplies, and program for following season. 

Afternoon Program Director Job Description

Minimum Qualifications:

Training and experience in athletic activities; physical education degree preferred.

Ability to make scheduling assignments and to coordinate multi-faceted athletic program of teaching skills, setting up intramural and inter camp teams.

Knowledge and skills in officiating team and individual sports and the ability to teach these skills to staff and campers of all ages.

Ability to maintain athletic facilities.

Current certification in first aid and CPR. 

Responsible To:
Program Staff Supervisor
General Responsibilities:


To plan, direct, and supervise camp's afternoon program.

Specific Responsibilities:

· Develop and deliver a field sports program that is appropriate for the age and ability of the campers
· Write lesson plans that meet camp outcomes and the abilities of the campers.
· Evaluate abilities of campers and staff.

· Deliver progressive field sports activities. 

· Evaluate the success of the field sports program.
· Ensure that camp staff and campers know and follow safety and educational procedures.
· Assist in the implementation of staff training for field sports.
· Train other staff in their responsibilities when at field sports.
· Ensure campers and staff follow safety procedures. 

· Assist in the management and care of the physical facilities and equipment in the field sports program area

· Maintain the field sports equipment including balls, bats, nets etc. Ensure the security of the field sports equipment when not in use.

· Conduct a daily check of the area and equipment for safety, cleanliness, and good repair.

· Clean field sports equipment on a set schedule.

· Be an example of good sportsmanship

· Planning daily afternoon programs that appeal to all genders, ages, and   preferences.  

· Scheduling of activities and counselors for each day’s programs.

· Coordinating with different program staff directors for special events.  

· Working with Head Lifeguard to maintain a safe aquatic program.

Prior to Camp:

Coordinate with Program Staff Supervisor to determine equipment needs.

Obtain list of offered activities along with inventory list.

Discuss possible weekend activities as well as new activities.

During Program Staff Training Week:

Check inventory and order new equipment that is necessary.

Prepare equipment and install nets.

Finalize activities and sports to be offered.

Familiarize yourself with computers, Afternoon Program files, etc.

Develop a master schedule of activities to be offered during sessions.
During Counselor Training Week:

Ensure that all playing fields and areas are prepared and ready for use (field lines marked).

Train staff in how to lead and coach activities, as well as how to sign up campers for these activities.

Collect information regarding counselors’ desire and ability to lead various sports.

During the Camping Season:

Collect any loose equipment at the end of each day.

Plan and coordinate special athletic events, such as Counselor/camper challenges, Cabin challenges, and Color Wars or other weekend activity.

Submit orders for equipment and/or supplies, insuring timely arrival of materials.

Ensure the counselors involved in afternoon activities take responsibility for their specific group being in the right place at the appropriate time.

Decide which activities will be offered each day, and distribute list to counselors so they can sign their campers up for activities.  

Coordinate the scheduling of chosen activities and assigned activities.

Conduct daily check of fields and equipment in area for safety, cleanliness, and good repair. Request repairs from Maintenance staff when necessary.

After Camp Ends:

Conduct end-of-season inventory, and pack all materials and supplies.

Evaluate current season and make recommendations for equipment, supplies, and program for following season. 

Nurse Job Description

Minimum Qualifications:

Licensed as a Registered Nurse in PA or meetings its requirements (reciprocity)

Current certifications in CPR and First Aid

Responsible To:


Camp Director

General Responsibilities:

To be the health manager for the camp; supervise health and cleanliness standards; work with Camp Director and staff; and help provide adequate physical health conditions for all.

Specific Responsibilities:

Ensure each staff member and camper has on file a health history and examination form as required.

Set up a system for health screening for arriving campers and staff and review all health records discussing particular items with the counselors concerned.

Conduct inventory of supplies and place orders when necessary, ensuring timely arrival.

Dispense all Medications.

Post hours for daily medications and health call.

Administer first-aid if necessary.

Establish and follow appropriate medical routines including record keeping in the daily medical log, disposal of medical waste, managing and safeguarding medications, and utilizing approved standing orders.

Coordinate coverage of the health center.

Be On-Site 22 hours/day---living at camp for the summer in the health care facility.

Make appointments, when necessary, with medical/dental personnel in the community.


Participate in and lead specific areas of staff training pertaining to camp health and safety, CPR, first aid, and use of universal precautions for infection control.

Keep accident/incident reports that can be used for risk-management assessment.

Prepare a summary and evaluation of the camp season: including inventories, staff evaluations, camper reports on health problems, and make recommendations for the following season. 

Monitor health of ALL staff, including kitchen staff.

Monitor/evaluate camp procedures, facilities, and conditions and suggest modifications that would create more healthful conditions in the camp.

Insure that every precaution is taken to prevent accidents and sickness.

Gather all campers and staff medications and aerosols during registration and set up and monitor the dispensing of these medications.  (The nurse should know when each camper is due to take medication or if they have missed a dosage).

Guide the counselors in regard to their responsibilities in noting and reporting illness, injury, or unsafe practices and conditions that might contribute to camper or staff accidents.  Also, in reporting campers dietary habits as failure to eat a variety of foods, rapid gain or loss of weight and any symptoms of disturbance such as restless sleep, nail-biting, thumb-sucking, bed-wetting, withdrawal or homesickness.

Prepare first aid kits for emergency use to all counselors for use on hikes and trips, check the kits each time they are used, and instruct counselors in current first aid methods.  All such treatments must be reported back to the nurse for inclusion with report.

Conduct daily check of equipment in area for safety, cleanliness, and good repair. Request repairs from Maintenance staff when necessary.

Nurse Assistant Job Description

Minimum Qualifications:

Training/experience in medical or health fields

Preferably at least age 21 


Current certification in first aid and CPR

Responsible To:
Camp Nurse
General Responsibilities:


To assist the health manager for the camp; to monitor health, safety and 


cleanliness standards.

Specific Responsibilities:

Prior to Camp:

· Be sure all certifications are up to date.

During Staff Training Week:

· Assist Camp Nurse with organization and preparation of Health Center.

During Counselor Training Week:

· Assist with the training of staff in universal precautions

During the Camping Season:

· Assist with camper registration and screening for specific health concerns

· Be on site 22 hours per day, unless transporting campers off-site for medical reasons.

· Assist with the collection and organization of all camper and staff medications

· Assist with infirmary call and maintaining accurate log records 

· Transport ill/injured campers and staff to appointments or the hospital when necessary

· Assist with the coverage of the health center

· Assist with the monitoring of preventive health and safety issues

· Administer first-aid if necessary

· Assist with maintaining of health center inventory

· Maintain upkeep and cleanliness of health center on a daily basis

· Maintain First Aid kits for various programs (Challenge Course, Overnight, etc).

· Other duties may be assigned as required.

After Camp Ends:

· Assist with end-of-season inventory, and pack all materials and supplies.

· Assist with the preparation of year end summary and evaluation

Horseback Staff Director Job Description

Minimum Qualifications:

Training and experience with horses

Ability to coordinate a Horseback Riding Program for a camping program

Ability to supervise and train Horseback Assistants

Responsible To:


Camp Director

General Responsibilities:


To plan, direct, and supervise the camp’s Horseback Riding Program

Specific Responsibilities:

Conduct daily check of equipment in area for safety, cleanliness, and good repair. Request repairs from Maintenance staff when necessary.

Check the physical soundness of each horse daily.

Overnight Program Director Job Description

Minimum Qualifications:

· Training and experience in overnight camping and outdoor living skill activities

· Ability to supervise counselors and campers and to make scheduling assignments
· Ability to coordinate with assistant camp director and kitchen.
· Current certification in first aid and CPR

Responsible To:



Program Staff Supervisor

General Responsibilities:


To plan, direct, and supervise the camp’s Overnight Program

Prior to Camp

Develop ideas and ways to improve the program.

Coordinate with Assistant Camp Director new supplies and replacement supplies that will be needed.

Prepare program to be included in Staff Manual.

Coordinate reservation of the hike shelters. (one month before each hike)

Staff Training Week

· Bring all equipment to the dining hall basement and have it organized and cleaned.

· Take an inventory of all supplies and check their condition early in the week so that more can be ordered in time for the session.

· Walk through trail and remark it with paint. Be sure it is clear.

· Set up overnight sights including fire pits and tents.

· Plan and organize the staff overnight and orientation.

· Order Portable Toilets w/ Hand Sanitizer dispensers installed. 


Counselor Training Week

· Review all menu details. 

· Run the staff overnight. This should include, at minimum, teaching basic camping skills such as:


The schedule for each overnight


What to pack


How to build a fire


What to wear


How to cook


How to set up tents

Suggested Campfire Discussions


Survival Skills


How to live in the Outdoors


During Camp

· Schedule cabins for their overnight campout.

· Put in writing a detailed explanation of how to run an overnight incase the director is unable to do so as soon as you are comfortable with your routine. (There is one on the camp computer.)

· Give to the kitchen all necessary menus and schedules prior to each session. 

· Conduct daily orientations for both overnights.

· Check food to be taken from the kitchen to ensure that:

· All meats are frozen

· All perishable items are frozen

· Coolers are stored in walk-in cooler before being taken to the site.

· Also, dinner should be served within 3 hours of taking the cooler from the kitchen. 

· Deliver food and do check-up of overnight sights.

· Conduct daily check of equipment in area for safety, cleanliness, and good repair. Request repairs from maintenance staff when necessary.

· Keep all equipment clean and in proper working condition.

· Make daily checks of the Portable Toilets for cleanliness, and that the toilets are emptied on a regular basis.

· Conduct “cabin inspection” score for overnight sights.
After Camp

Create a schedule of how program is to be cleaned and packed away.

Take an inventory of all supplies.

Reorder any missing supplies.

Take down tents from Youngernight sight.

Store all supplies in Lodge basement.

Update any documents.

Morning Program Director Job Description

Minimum Qualifications:

Training and experience in Christian Education; degree in theology or similar field preferred

Knowledge of the Orthodox Church

Ability to supervise counselors and make scheduling assignments

Ability to work well with children in a camp environment

Ability to relate to one's peer group

Ability to accept guidance and supervision

Ability to teach skills to other staff members and campers of all ages

Possess good character, integrity, adaptability, enthusiasm, maturity, sense of humor, patience and self-control

At least 18 years of age

Current certification in first aid and CPR

Responsible To:


Program Staff Supervisor

General Responsibilities:

To plan, direct, and supervise camp's Christian Education program

Specific Responsibilities:

Prior to Camp and during Program Staff Training:

Develop Christian Education lessons and Morning Program activities according to the theme chosen for that summer.

Coordinate with Program Staff Supervisor to determine equipment needs (conduct inventory, do any necessary ordering of materials/supplies, etc.).

During CounselorTraining Week:

Demonstrate and teach staff the activities during Staff Training Week.

During the Camping Season:

Schedule counselors and staff to teach lessons.
Monitor and supervise counselors teaching lessons.

Coordinate daily setup of areas for Christian Education lessons and Morning Activities.
Ensure equipment and supplies are properly stored each day.
Conduct daily check of equipment in area for safety, cleanliness, and good repair. Request repairs from Maintenance staff when necessary.
End of Camping Season:

1. Update inventory of supplies.
2. Properly store all supplies in storage area.
Staff Counselor Job Description

Minimum Qualifications:

MA in counseling psychology preferred, or at least B.A. in related areas

Responsible to:


Camp Director

General Responsibilities:

To act as a counselor and provide guidance and education to camp staff, counselors, and campers

Specific Responsibilities:

1. Guide Camp Director in areas requiring crisis intervention.

2. Train staff, counselors, and campers on issues such as homesickness, behavior problems, bed wetting, self-esteem/confidence issues, and general mental health issues

3. Perform crisis intervention and stabilization

4. Maintain statistics of type of interaction encountered

5. Provide personal and professional support to staff, counselors and campers

6. Provide assessment of issues, support and stabilization

7. Monitor staff and keep eye out for difficulties

8. Facilitate referrals in post camp setting

9. Be available to aid in camp programs such as Christian education, sporting activities, cabin times, and discussions

10. Be on site 22 hours per day, and live at camp for the summer

Media Director Job Description

Minimum Qualifications:

Knowledge of video technology including but not limited to Adobe Premiere, IMovie, video editing, and sound editing

Knowledge of internet technology including but not limited to Microsoft FrontPage 2000

Responsible to:


Assistant Camp Director

General Responsibilities:

To produce a video each session that will be sold to the campers, and to make daily updates to the Antiochian Village website throughout the summer.

Specific Responsibilities:

Video campers and various activities throughout the session

Edit and make appropriate number of copies of the video by the last day of the session

Show completed video the last night of the session during Evening Program

Make sure all campers on video have parental consent to be on the video, and that all music on the video is appropriate for Antiochian Village standards

Update the website each day with description of daily activities and pictures

Conduct daily check of equipment in area for safety, cleanliness, and good repair. Request repairs from Maintenance staff when necessary.

Challenge Ropes Course Director Job Description

Minimum Qualifications:

Experience and training in Challenge Ropes Courses; preferably certified in Advanced Skills and Standards

Responsible to:

Course Manager

Program Staff Supervisor

General Responsibilities:

To maintain a safe and effective Ropes Course Program.

Specific Responsibilities:

· Attempt to be a living example of Christianity to campers.

· Lead the facilitators by being a servant and meeting their needs

· Deliver a fun Challenge Course program to campers.

· Write lesson plans that meet camp outcomes and the abilities of the campers.

· Evaluate adventure challenge abilities of campers and staff.

· Deliver progressive adventure challenge program activities.

· Evaluate the success of the adventure challenge programs and the development of the campers’ abilities and skills in adventure challenge.

· Expand the camp’s activities with new games and initiatives.

· Develop new processing and debriefing tools.

· Allow the facilitators to use the course to its fullest potential

· Ensure that camp staff and campers know and follow safety and educational procedures set forth by the Antiochian Village Ropes Course Local Operating Procedures (LOP).
· Assist in the implementation of staff training for Challenge Course activities.

· Ensure campers and staff follow safety procedures for adventure challenge activities.

· Teach and monitor proper use of equipment

· Assist in the management and care of the physical facilities and equipment at the Challenge Course.

· Prepare the course each morning for the day’s activities and take down of course elements at the end of each day.

· Conduct daily check of area and equipment for safety, cleanliness, and good repair.

· Maintain the adventure challenge course equipment and elements.

· Clean challenge course area daily keeping it free of hazards and debris.

· Ensure equipment and facilities are properly stored and locked when not in use

· Schedule facilitators and groups and organize Course Activities

· Coordinate with different program staff directors for special events

· Plan master schedule with other program directors

Administrative Director Job Description

Minimum Qualifications:

Organizational skills

Ability to schedule various activities

Knowledge of FileMaker Pro 4.1, Microsoft Office 2000, and other technology

General office and telephone skills

Minimum age: 18 years old

Responsible to:


Camp Director

General Responsibilities:

To assist with all Administrative duties involved with daily running of the summer program, and the administrative supervision of the program directors.

Specific Responsibilities:

Schedule airport runs at the beginning and end of each session

Schedule cabin assignments before each session begins

Oversee the program directors in the coordination and scheduling of their programs and the administrative side of their programs

Maintain general organization of the office

Maintenance and supply of all forms

Track and file all evaluations

Volunteer Coordinator Job Description

Minimum Qualifications:

Ability to schedule and coordinate program

Ability to work with all ages from young to old

Ability to supervise and delegate work

Minimum age: 18 years old

Responsible to:


Camp Director

General Responsibilities:

To schedule and coordinate the Volunteers throughout the summer and to organize and maintain the Gimme Shop and the Bookstore.

Specific Responsibilities:

Prior to Camp:

1. Get in touch with the Director/Assistant Director and discuss new ideas for the program

2. Look through catalogues and assist the Assistant Director in merchandise selection

During Staff Training Week:

1. Finalize developing ideas with the Director/Assistant Director

2. Look through old inventory lists for the Gimme Shop and place first order

3. Organize the Bookstore and the Gimme Shop as items are delivered

During the Camping Season:

1. Welcome volunteers and orient them to their living quarters and the camp environment

2. Arrange meeting with the Volunteers and the Camp Director on the first night of each session

3. Supervise Volunteers throughout each session, ensuring duties are performed

4. Run and operate bookstore

5. Run and operate Gimme Shop

6. Coordinate and schedule volunteers throughout the summer

7. Coordinate camper refunds at the end of each session with Camp Secretary
End of Camping Season:

1. Come up with final inventory.

Program Director Job Description

Minimum Qualifications:

Ability to supervise peers

Ability to coordinate and schedule programs

Minimum age of 21 years

Current certification in first aid and CPR. 

Responsible to:
Assistant Camp Director
General Responsibilities:

The Program Director will supervise the following Program Directors:

· Morning Program Director

· Challenge Course Director

· Afternoon Program Director

· Evening Program Director

· Arts & Crafts Director

· Overnight Program Director

· Assistant Program Director

· Media Director

Specific Responsibilities:

Supervise and evaluate Program Directors to develop and implement all facets of camp program activities

· Regularly monitor work of Program Directors.

· Provide feedback and guidance to Program Directors.

· Provide recommendations and concerns to Assistant Director regarding Program Directors’ performances.

· Work with Assistant Director to develop and implement Program Staff Training Week.

· Meet with Assistant Director regularly to provide updates, ideas, concerns about specific programs.

· Ensure that camp staff and campers know and follow safety and educational procedures during camp programs. 
· Assist in the implementation of staff training.

· Provide guidelines for programs utilizing camp equipment.

· Ensure campers and staff follow safety procedures in all program areas.

· Coordinate scheduling (with the aid of each specific program’s director) of the Master Schedule including morning activities, Christian Ed, overnight, challenge course, laundry, and horseback

· Help each Program Director organize, prepare, budget, and purchase materials for their program over staff training week.

· Work with each director over staff training week so that each PD is prepared to teach his/her lesson to the counselors over counselor training week

· Assist Program Directors in developing programs throughout the summer

· Know each program well enough to lead it if needed 

· Evaluate Program Directors at least twice during the summer

· Coordinate expenses and special needs for specific Program Directors through the Camp Director and/or Assistant Camp Director

· Schedule entire Program Staff (anyone without a cabin) for staff table waiting, checking the cabins that need to clean, and office cleaning

· Ensure that Program Staff keep their work area clean and organized.

· Attend administrative staff meetings.

· Maintain clear and positive written and verbal communication with all camp staff.

· Participate enthusiastically in all camp activities, providing support and guidance to those assigned as leaders.

· Provide ongoing program ideas to counseling and activity area staff.
Maintenance Staff Job Description

Minimum Qualifications:

Ability to supervise peers

Ability to coordinate and schedule programs

Responsible to:

Camp Director

General Responsibilities:

The 
Specific Responsibilities:
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