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8 Mountain View Avenue, Albany, New York 12205
www.girlscoutsneny.org

JOB DESCRIPTION FOR DAY CAMP 
ASSISTANT CAMP DIRECTOR/PROGRAM DIRECTOR

PURPOSE: To assist the Camp Director in the administration and coordination of the summer resident camp program. Works closely with the Director to develop, implement and supervise the summer camp program. To develop, coordinate and implement programs, offer specialized training in programming areas. 

ACCOUNTABLE TO: Camp Director/Director of Girl Experience

REQUIREMENTS: 
· At least 21 years of age or hold a bachelor’s degree.
· At least 24 weeks of previous administrative or supervisory experience in camping or equivalent experience.
· Background in child development, education, and/or related field.
· Demonstrate the ability to guide/supervise staff of varying ages.
· Desire and ability to work with and relate to children and adults in an outdoor environment. 
· Health and stamina necessary to work in the camp setting.
· The acceptance of irregular work hours, including the Wednesday overnight. 
· Demonstrate sound problem-solving techniques. 
· Willingness to place the needs of the girls (campers) and camp above personal desires. 
· Required to become a member of the Girl Scouts of the USA at time of employment.
· Certified Sex Offender Registry and criminal background checks will be conducted.
· Required to stay on property during hours of operation and during the weekly overnight experience.  
· Willingness to abide by the policies and practices of the GSNENY.
· Participates in all trainings and meetings as deemed necessary by GSNENY as they occur during the summer and off season.


PRINCIPAL JOB RESPONSIBILITIES:
· Assist the Camp Director in recruiting, interviewing, selecting, training and supervising of all camp staff while adhering to legal and GSUSA standards
· Supervise and evaluate direct reports as per the organizational summer camp staff chart (Unit Counselors, Unit Leaders, and Early Late Counselors)
· Submits evaluations of all direct reports
· Works with the Camp Director on developing and implementing the pre-camp training schedule
· Provide opportunities for specialized staff training sessions
· Work with camp staff to provide specialized training in all areas of programming
· Oversees summer day camp programming in conjunction with GSUSA Program development and implementation- Girl Led, Cooperative Learning and Learn by Doing
· Assist Camp Director to develop or be familiar with all camp forms necessary for operations (i.e., staff evaluations, camper and parent surveys, director’s reports, purchase orders, etc.)
· Motivate and encourage staff to plan, present, and maintain effective programs to ensure the campers’ well-being, fun and happiness
· In consultation with Camp Director, make adjustments in camp program and staff to assure a smooth flow of camp operation
· Complete forms and maintain records as necessary for the successful operation of camp
· Conduct written performance evaluations of direct reports at the end of season
· Help the staff to grow and develop by acting as a role model
· Review all staff performance evaluations at the end of the season to make recommendations for rehire the following summer camp season to the Camp Director
· Carry out sound and efficient business procedures in accordance with the Council's business policies
· Ensure good public relations and provide friendly customer service to all campers, families, staff, and visitors
· Maintain a professional appearance in the camp community, while modeling responsible behavior for camp staff
· Ensure accountability to Girl Scout standards and governing requirements for camp operation, including, but not limited to:  GSUSA Safety Check Points, American Red Cross, New York State Department of Health, and American Camp Association (ACA)
· Assist Camp Director to oversee the development and practice of emergency drills and health procedures.  Emergency drills need to be conducted in accordance with the New York State Department of Health guidelines
· Works with Camp Director to select, implement, and oversee early drop off care and late pick up care staff
· Will share the responsibility for required early drop off care, late pick up care, and supervision of staff on duty
· Responsible for the safety and well-being of campers and staff
· Promotes positive staff and camper morale
· Participates in all aspects of camp including pre-camp, open house, and post camp
· Attends staff meetings when scheduled
· Assure that behavior management techniques are correctly applied to conflicts with children when necessary
· Report incidents and accidents to supervisor immediately
· Report suspected child abuse to supervisor immediately
· Assist Camp Director to supervise and work to close camp at the end of the season
· Displays a positive attitude towards the Girl Scout program, GSNENY and its employees and volunteers to help maintain a positive image of the Girl Scout movement and GSNENY
· Accepts other responsibilities as deemed necessary by the Director of Girl Experience


PHYSICAL REQUIREMENTS:

· Ability to move up to 35 pounds
· Ability to traverse uneven terrain
· Ability to effectively communicate in often noisy environments
· Ability to focus attention on task at hand

ESSENTIAL FUNCTIONS:

· Assist the campers and staff in emergency situations
· Possess mental strength and endurance required to maintain constant supervision
· Demonstrate sensitivity to the needs of campers
· Demonstrate enthusiasm, sense of humor, patience, self-control, and ability to adapt well to changing situations
· Participate in structured and unstructured activities
· Must be willing to work in an outdoor setting and in inclement weather
· Accept and follow directions both in verbal and written form
· Provide excellent customer service to other staff members, campers, parents and visitors to camp
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