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Title:		Administration Director 
Reports to:	Camp Director and/or Executive Director 	 

Specific Duties
Assistant Camp Director
· Models, teaches and upholds the Stevenson Children’s Camp code of Conduct and protects the well-being of all campers, staff and volunteers.
· Responsible for registering campers and completing all necessary paper work
· Responsible for organizing, maintaining and filing camper records
· Responsible for assisting the Director with the planning and execution of staff training, including delegating and administering duties to senior staff, ensuring that manual training is complete.
· Regularly observe staff members at camp, providing coaching, encouragement, constructive criticism and relaying issues to the director.
· Responsible to assess and evaluate on a daily basis, leadership character of the counseling staff, behaviour management and intervention strategies, making suggestions for improvement when necessary.
· Responsible to report any inappropriate or extreme behaviour of camper or staff to the Director or Executive Director.
· Responsible for dealing with outside agencies and inspectors when Director is unavailable
· Responsible to complete a summer end report regarding strengths, improvements, suggestions, and recommendations for future consideration.
· Responsible to assist in overseeing the day-to-day operation of the camp while in session and relay communications daily to the Director.
· [bookmark: _GoBack]Other necessary duties as assigned by the Camp Director or Executive Director.
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