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TITLE: Assistant Camp Director
  
DEPARTMENT:  Youth

REPORTS TO:    DYS/DCS	
  	
SUPERVISES:  Summer Program, Counseling, and Support Staff   	

SALARY GRADE:  12 		STATUS: Exempt 		          SCHEDULE: Full Time, 40+

COMMUNICATION LEVEL: 3

DPW / CPSL JOB PARAMETERS:  
Mandated Reporter:  YES (If yes, minimum requirement is required.)  				            
Duties include direct care for minor(s):  YES	   
Ceridian Job Code (for HR use only):  _______________________

FUNCTION: 
The Assistant Camp Director will be responsible to assist the Divisional Youth Secretary with the year round management of the Camp Ladore program.

The Assistant Camp Director will also assist in the planning and implementation of Divisional Youth Department character building programs, projects and events as assigned.



DUTIES:

SUMMER/CAMP PROGRAM
1.	Assist the DYS/DCS in the management & development of the camp program at Camp Ladore.
2.	Maintain camping programs and operational procedures in accordance with the American Camping Association (ACA), and all other federal or local government guidelines including:
· Preparation of all materials (files, brochures, written policies, etc)
· Representing Camp Ladore at functions of the ACA as assigned
· Upholding all government safety and health regulations
· Attend all necessary classes to obtain training in areas related to this field
3.	Understand, implement, and adhere to all Salvation Army KeepSAfe guidelines and policies throughout the camp.
3.	Supervise, plan and facilitate opening day and closing day procedures.
4.	Develop and maintain a library of resources for camp use and maintain/safeguard all camp related equipment.  Maintain all records, evaluations, statistics, surveys, and forms in a secure manner.

Camp Staff
5.	Develop a recruitment plan for recruiting camp staff. This will include college visits, advertisements, Camp America fairs, phone calls, Divisional Events & Rehearsals, and the follow-up of former staff members.
6.	Present completed staff applications to the DYS/DCS with recommendations for summer staff placement.
7.	Prepare and maintain all paperwork associated with the hiring of staff members in coordination with Camp Office Manager and the DHQ HR department. This will include applications, references, tax forms, work agreements in accordance with the most up to date laws of the local and federal government.  
8.	Prepare staff orientation and training programs under the direction of the DYS/DCS including arranging special guests, preparing all forms & updated staff manual, determining the schedule, and coordinating with all staff
9.	Coordinate with DYS/DCS and Ladore Staff on the pre-camp & post-camp program. This will involve coordinating with the Ladore Maintenance and Operations staff to determine work projects, meals, housing, moving out of camp, etc.
10.	Communicate with all approved staff as to their arrival/departure dates, housing assignments, travel details and other necessary information to make the transition to/from camp as easy as possible.
11.	Supervise all program and counseling staff, including developing/oversight of the Counselor In Training development program.  Support Camper Consultant and serve in the role in Camper Consultant absence
12.	Ensure all necessary staff completes a brief of their work for the summer and take inventory of all needs.
13.	Organize, plan, and advertise the annual Camp Staff Reunion.

Campers/Corps
13.	Stay up-to-date on all KeepSAfe policies and procedures, upholding and enforcing them through all programming
14.	Maintain and edit the CampMinder program as needed alongside the Youth Office Manager.
15.	Have a thorough understanding of CampMinder softward to anticipate issues from a corps, parent, and admin perspective.
16.	Lead annual trainings for corps officers and youth workers in Camp Minder usage, communication with parents, recruitment of campers, and the proper procedure for bringing campers to Ladore.
17.	Assist in the preparation of Camper forms, mailings to corps, follow-up on registrations and follow-up of campers after their stay at camp.
18.	Any other duties relating to camp as assigned.

YOUTH PROGRAMMING
1.	Work from DHQ (September- May); Relocate to Camp Ladore during the camping season (June  August) – On call at all times during camping season unless given clearance
2.	Be available to attend Territorial Youth Department events as directed by DYS/DCS
3.	Attend related national conferences/seminars with the endorsement/approval of the DC and DYS/DCS
4.	Assist the DYS/DCS in the oversight of Salvation Army Troops and Scouts program including visiting corps, maintaining database, and coordinating disbursement of emblems.
MINIMUM QUALIFICATIONS:
· As a Mandated Reporter, must provide proof of having completed training on recognizing and reporting child abuse meeting the training standards of PA Act 153 of 2014 within 30 days of employment with recurrent training required every five years thereafter.
· Meets the Child Protection Clearances required by PA Act 153 to include PA Child Abuse History Clearance, PA State Police Criminal Record Check and FBI Criminal Record Check.
· Must possess an understanding of and support the mission of The Salvation Army.
· Must be a Christian familiar with the principles of Christian living found in the New Testament and seeking God's guidance for help in his/her daily walk.
· Must be an active participant in The Salvation Army and attend a corps regularly
· Must possess a working knowledge of ACA standards.
· Must possess management, organizational and creativity skills.
· Must possess basic office skills including use of computer.
· Must possess a valid Driver's License.
· Must be able to speak and carry himself/herself well in front of a group.
· Must be able to work with all age groups, especially with children and young adults.
· Must be able to travel throughout the Division to work with Corps Officers and Local Officers on various programs.
· Bachelor's Degree (in a related field such as camping or youth ministry)
· Minimum of three years camping experience, including at least one year of supervisory responsibility
· Understanding of Salvation Army Doctrine and Practices
· Must be over 25 years of age per ACA guidelines



COMMUNICATES WITH:

	Internal
	External




1. Divisional Officers & Staff				1. Recruitment Agencies and Applicants
2. Ladore Complex Staff					2. JOY Staff Parents & Guardians
3. Salvation Army Officers & Employees





					          
WORKING CONDITIONS:

	During an average eight (8) hour workday, the job holder will sit
	    70   
	% and stand/walk
	      30  
	%



		Legend:	N	Not at All (i.e., Zero Hours)
				V	Very little (i.e., Zero to one (1) hour)
				O	Occasionally (i.e., One (1) to two (2) hours)
				F	Frequently (i.e., Three (3) to four (4) hours)
				R	Repetitively (i.e., Five (5) to six (6) hours)
				C	Continuously (i.e., Seven (7) or more hours)

	Body Movements:
	Weight Lifted:
	Weight Carried:

	O
	Bend/Stoop
	F
	Up to 10 lbs
	F
	Up to 10 lbs.

	O
	Squat
	F
	11 to 35 lb.
	O
	11 to 35 lb.

	V
	Climb	
	O
	36 to 75 lbs.
	O
	36 to 75 lbs.

	O
	Reach
	V
	76 or more lbs.
	V
	76 or more lbs.

	O
	Crouch
	
	
	
	

	O
	Kneel
	
	
	
	

	O
	Balance
	
	
	
	

	O
	Push/Pull
	
	
	
	

	
 Hand Movements:
	
 Environmental:
	
Exposure: 

	O
	Light grasping
	V
	Working on Heights
	F
	Physical (noise, temperature, dust, etc.)

	O
	Firm grasping
	O
	Work on uneven ground
	O
	Chemical (cleaning solvents, fresh paint, etc.)

	O
	Pinching
	O
	Work near moving equipment
	O
	Radiation (microwave in lunchroom, etc.) 

	V
	Vibration
	O
	Exposure to heat and cold
	V
	Biological (body fluids

	V
	Torque
	
	
	
	

	V
	Extended Weight
	
	
	
	


________________________________________________________________________________
Area of Special Concern: _____Confidentiality is vital and required.__________________________

General Statement:	The above is general in nature and is not intended to be exhaustive.

Additional Information:  This position will require working in an office and movement throughout the    interior of the building.  This position requires adherence to the Employee Dress Code Policy.


ACKNOWLEDGMENT OF RELIGIOUS PURPOSES OF THE SALVATION ARMY:

The employee acknowledges that he/she has been informed and understands The Salvation Army’s religious purpose and status as a church. The employee agrees that he/she shall do nothing in his/her relationship with The Salvation Army as an employee to undermine its religious mission. The employee agrees and understands that his/her work-related conduct must not conflict with, interfere with, or undermine such religious programs or the Army’s religious purposes.


THE SALVATION ARMY MISSION STATEMENT: 

The Salvation Army’s mission is to preach the Gospel of Jesus Christ and meet human needs, in His name, without discrimination.  

The Salvation Army is a drug, alcohol, tobacco, and weapon free campus.

This job description is subject to change as needs arise.


ACKNOWLEDGMENT: I have read, understand, and have received a copy of this job description.


__________________________________  _____________________________    ________________
Employee Name                                              Employee Signature	Date
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