Amigo Centre
JOB DESCRIPTIONS

Summer Program Roles

Summer Program Director/Assistant Summer Program Director
(All items in this job description will be delegated from the summer program director to the Assistant Summer Program Director per year as is fitting per the individual).

Requirements:

1. Must be 21 years old.

2. Must have at least two years experience in a similar camp setting.

3. Must have at least four weeks of training in administration work.

4. Must be organized.

5. Must have good communication skills.

Duties and Responsibilities:

1. Administration Responsibilities:

a. Support the Youth Program Director with administration responsibilities.

b. Oversee tracking of payroll and send to the main office by Wednesday of each week. *
c. Manage all forms, weekly reports, and cards to be completed by counselors.

d. Coordinate food requests with the Food Service Manager.

e. Stay in constant communication with Food Service Manager. *
f. Obtain a count of meals eaten by summer staffers over the weekend and send to Food Service Manager by Wednesday of each week.

g. Keep/provide for others a key to the program office and cabins for emergency use.

h. Have local doctor act as camp physician. (The Doctor’s Office, Sturgis, MI)*
i. Maintain current health care standing orders. *
2. Staff-Care Responsibilities: 
a. Assign staff members to Accountability Groups.

b. Coordinate weekend activities for Summer Staff members

c. Facilitate Leadership Team meetings twice a week.

d. Regularly check in with Leadership Team members, offering council, direction, or a listening ear as needed.

3. Pre- and Post-Camp Responsibilities:

a. Create a roster of all Summer Staff members, including volunteers for the staff manual*
b. Create and keep a file for each member of Summer Staff, including application, interviews, reference forms, and official hire letters. *
c. Plan and lead Leadership Team week and Summer Staff Orientation week.

d. Assist in the annual update of the Amigo Fun Song Book.

e. Assist in the annual update of the Amigo Worship Song Book.

f. Compile forms and create a yearly Summer Camp binder.

g. Update staff manual. *
4. Weekly Camp Responsibilities:

a. Coordinate registration and deregistration each week.

b. Coordinate activities and schedules with the Day Camp Director.

c. Assist the Day Camp Director with daily registration and deregistration.

d. Assign staff to weekly roles and responsibilities.

e. Prepare a weekly camp schedule.

f. Finalize cabin lists and delegate them in ultra-camp by Friday of each week.

g. Prepare a schedule for and assist in “Night Duty” in the Program Office.

h. Coordinate and time a fire drill within 48 hours of campers’ arrival each week.

i. Assist in comforting homesick campers, as well as in disciplining campers

j. Manage weekly program evaluation by campers and write a summary for the Summer Camp binder.
Accountable to the Youth Ministry Coordinator, who is in turn accountable to the Program Director.   If the Youth Ministry Coordinator is not present, you must report to the Program Director.  If the Program Director isn’t present, you will report to the Executive Director.  If the Executive Director isn’t present, you will report to the Operations Director.  
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If the Youth Program Director or Summer Program Director should choose, a staff member may be hired to fill the following role(s).  Portions of the Summer Program Director’s role may be filled by said person, as mutually agreed upon by the Youth Program Director, Summer Program Director, and staff member hired.  If a staff member is not hired to fill the following roles, the Summer Program Director is in charge of fulfilling these duties and responsibilities.

Activities Coordinator

1. Develop and schedule cabin activity options each week in accordance with legal guidelines for each age group.

2. Develop activity block options each week in accordance with legal guidelines for each age group.

3. Facilitate sign-ups for activity blocks.

4. Organize and coordinate special activities and themes each week.

5. Coordinate and facilitate daily All-Camp Activity 

6. Coordinate Arts and Crafts activities with the Arts and Crafts Assistant.

7. Act as judge for daily Cabin-Clean up.

8. Provide sign-up sheets for campouts, cookouts, pontoon picnics, late-night snacks, etc.

9. Maintain inventory and order of camping and cookout equipment.

10. Coordinate OEE activities with the OEE Assistant.

Focus on Activities and Program Development

Accountable to Summer Program Director
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Worship Coordinator

1. Facilitate the preparation of worship music and drama during orientation week.

2. Coordinate all worship times (music and drama)

3. Lead worship or designate a worship leader

4. Contact Camp Pastors one or two weeks before their scheduled week of arrival in order to finalize plans for worship.*
5. Assist in the planning of devotions for staff members throughout the week.

Focus on Spiritual Life and Worship; well-being of staff members

Accountable to Summer Program Director
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Day Camp Director

Requirements:

1. Must be at least 21 years old.

2. Must have at least one year experience in a similar day camp setting.

3. Must have a heart for children and an overwhelming amount of energy.

4. Must be organized.

5. Preferred: have educational training in Child Development or Early Childhood Education.

Duties and Responsibilities:

1. Coordinate DC staff orientation (in partnership with Summer Program Director).

2. Overview entire DC summer program during staff orientation with DC staff.

3. Create a schedule, coordinating with Summer Program Director, Food Service Manager, and Front Desk.

4. Plan and facilitate bi-weekly DC Staff meetings.

5. Assign DC staff to weekly roles and responsibilities.

6. Set the tone and expectation for positive staff relations.

7. Coordinate daily registration and deregistration.

8. Manage weekly camper evaluations and write a summary of the week.

9. Make daily checks/sanitize nap areas and other facilities and equipment used by DC, as well as ensure Friday Cleaning assignments are completed. 

10. Coordinate evening activities with Summer Program Director.

11. Participate in Leadership Team

12. Assist in “Night Duty” in the Program Office.

Accountable to Youth Program Director and Summer Program Director
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Amigo Centre

JOB DESCRIPTIONS

Health and Safety Roles

Health Officer

Requirements:

1. Must be one of the following; a licensed physician, RN, LPN, EMT, a licensed medical first responder, or currently certified by the American Red Cross or equivalent in Advanced First Aid (Health Care Provider Certificate) and CPR. and have clinical experience.
2. Must be at least 18 years of age.

3. Must be able to maintain accurate records of treatments and injuries.

4. Must be neat and thorough, patient and gentle.

5. Must be able to carry out job independently and make sound health care decisions.

Duties and Responsibilities:

1. Participate in the Leadership Team

2. Be familiar with route to doctor's office and Sturgis Hospital.

3. Maintain all current health records, including health history for staff and campers.

4. Screen all campers upon arrival and departure.

5. Notify counselor in writing of any health problems in relation to a camper in their charge within 24 hours of camper's arrival.

6. Notify (in writing) the Food Service Manager of any special dietary needs prior to a camper’s first meal.

7. Collect and retain in locked facilities all medication (prescription and over-the-counter) for staff and campers for duration of stay at camp, unless medically contraindicated.

8. Dispense medication as needed.

9. Provide first aid as needed.

10. Give opinion in regards to safety / health matters to Youth Program Director or Executive Director.

11. Report to Executive Director and/or Youth Program Director all cases requiring services of a physician and of all campers needing to leave camp due to illness.

12. Report to Executive Director if a staff member or camper must remain hospitalized overnight, or in the event of a death.  The Executive Director will notify the family.

13. Immediately notify the Executive Director and Youth Program Director with details of attempted suicides and have a complete written report within six hours.

14. Maintain first aid kits and assign to staff and locations as needed.

15. Have local doctor act as camp physician. (The Doctor’s Office, Sturgis, MI) (See Summer Program Director)
16. Maintain current health care standing orders. (See Summer Program Director)
17. Maintain a clean, attractive, organized infirmary.

18. Be current on state health care requirements.

19. Maintain adequate inventory.

20. Conduct first aid safety or health classes as qualified and requested.

21. Arrange for coverage when not on camp property (ie: taking camper to doctor's office).

22. Assist in orienting staff to emergency procedures and basic first aid.

23. Assist in “Night Duty” in Program Office.

24. Assist in encouraging campers and comforting homesick campers.

25. Assist on traveling trips, if applicable.

26. Maintain a permanent medical record for all treatments and injuries.

27. Keep/File Health History Records for 3 years

Accountable to Summer Program Director and Youth Program Director
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Waterfront Director

Requirements:
1. Must be at least 18 years old.

2. Must be currently certified as a lifeguard by the American Red Cross.

3. Must have current CPR for the Professional Rescuer certification as prescribed by the American Red Cross.

4. Must be able and willing to maintain control of waterfront.

5. Must be able to organize a group of people.

6. Must be in good physical condition.

7. Must be able to stay calm and in control in emergency situations.

8. Must have completed a boating course and obtained a boating license if born after June 30th, 1996 and will be operating a vessel in Michigan
Duties and Responsibilities:
1. Participate in Leadership Team.

2. Oversee all waterfront activities, placing an emphasis on safety.

3. Make decisions as to waterfront usability (i.e. storm and wind conditions).

4. Work with camp director to schedule adequate number of Aquatic Observers (Lifeguards) to be within Red Cross and state guidelines.

5. Check all waterfront equipment for safety problems. (Swimming area, boats, canoes, life jackets, paddleboats, rowboats, etc.)

6. Test and qualify staff and campers for appropriate water activities according to skills.  Maintain this record in camp files.

7. Maintain and use buddy system to account for campers and staff.

8. Review all waterfront rules with staff and campers at the beginning of each camping session and week.

9. Conduct Community Water Safety course for staff during staff orientation week. (if qualified) (See State Regulation Manual for details)
10. Conduct general waterfront orientation for staff during staff orientation week.

11. Be familiar with Waterfront Manual and update as needed.

12. Submit weekly reports regarding each week’s waterfront activities.

13. Fill out an incident report form for any waterfront injuries and give to Summer Program Director.

14. Develop and operate a well-planned program of instruction in swimming and small water craft (boat, sailboat, canoe).  (if qualified)

15. Coordinate Lost Swimmer Drills at least twice during summer and prepare a written report of each drill.

16. Coordinate transportation for swimmers (vans and pontoon boats).

17. Coordinate supervision for pontoon picnics and other water activities.

18. Coordinate morning Polar Bear swimming.

19. Mediate swimming area usage between hosted groups and campers.*
20. Assist in “Night Duty” in Program Office.

21. Consult with Activities Coordinator in planning unique activity options and interest activities at waterfront. (sailing, snorkeling, greased watermelon etc.)

22. Live in cabin with a cabin group and counselor, assisting if needed.

Accountable to Summer Program Director and Youth Program Director
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Amigo Centre
JOB DESCRIPTIONS

Counselor Roles

Head Counselor

Requirements:

1. Must be at least 19 years old.

2. Recommended to have at least one year experience as Counselor at camp.

3. Must display strong leadership qualities, including responsibility and humility.

4. Must be approachable and open to other staff members.

Duties and Responsibilities: (in addition to those outlined for counselors)

1. Serve on the Leadership Team.

2. Be a resource person and mentor for other summer staff members.

3. Regularly check in with Accountability Group members, offering council, direction, or a listening ear as needed.

4. Regularly check in with Summer Program Director to provide suggestions or concerns on behalf of counselors and resources.

5. Present components of the summer program during Staff Orientation week.

6. Assist counselors with campers experiencing difficult emotional, psychological, or disciplinary issues.

7. Assist in encouraging campers and comforting homesick campers.

8. Facilitate prayer and dismissal before meals.

9. Facilitate clean-up and dismissal in the dining hall after meals.

10. Assist in “Night Duty” in the Program Office.

Accountable to Summer Program Director and Youth Program Director
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Counselor

Requirements:

1. Must be at least 18 years old.

2. Must have a love for children.

3. Must be enthusiastic, able to energize campers.

4. Must be able to follow a schedule and arrive to activities on time.

5. Must be willing and able to live in and participate in community with staff members.

6. Must be able to foster growth and safety of campers.

Duties and Responsibilities:

1. Serve as primary role model and a steady presence for campers living in a cabin setting.

2. Physical Responsibilities:

a. Be responsible for health, hygiene, and well-being of campers.

b. Encourage and facilitate cabin participation in daily activities.

c. Provide direction and discipline for campers; be sensitive and responsive to the campers’ needs.

d. Creatively and sensitively care for and encourage homesick campers.

e. Assist in leading interest activities in your skill/interest areas, as assigned by the Activities Director or Summer Program Director.

f. Monitor and keep camper behavior level at appropriate levels in dining hall.

g. Help motivate campers to keep cabins and cabin areas clean.

h. Greet parents at arrival and departure and kindly address their questions.

3. Spiritual Responsibilities:

a. Foster the spiritual growth of campers by: 

i. helping keep them focused during worship times

ii. leading daily devotions

iii. asking and answering questions of campers in order to stimulate thoughts about the connections between faith and life.

b. Help campers develop self-confidence, helping them mature in behavior patterns and attitudes in relation to self, others, and God.

4. Legal Responsibilities:

a. Complete and submit weekly camper reports and postcards.

b. Fill out Incident Report forms in the event of an injury or questionable situation.

c. Report any signs of child abuse directly to Summer Program Director, keeping the information confidential.

Accountable to Head Counselor and Summer Program Director
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Amigo Centre

JOB DESCRIPTIONS

Resource/CIT Roles

Counselor Aid

Requirements:

1. Must be 15-17 years old.

2. Must be amiable; enjoy working with children of all ages.

3. Must be willing to assist in whatever role needed.

Duties and Responsibilities:

1. Assist counselor as needed.

Legal Requirements for Minors:

1. You must be supervised by an adult staff member at all times when working.
2. You will be working from 8am-9pm (or lights out)
3. Your payment will be that which was listed on your commitment form.

4. Must not work more than 5 hours without a 30 minute rest/meal break in between
5. You will not be working for more than 6 days in one week
6. You’re required to turn in a weekly hours sheet to the Summer Program Director specifying your break and work hours (if under 18 years old).

Accountable to Counselor and Summer Program Director
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Employee Signature:




Employer Signature:






Kitchen Assistant

Requirements:

1. Must be at least 16 years old.

2. Must be able to relate to staff and guests in a positive way.

3. Must be able to take initiative to accomplish tasks that must be done.

4. Must be safety conscious.

Duties and Responsibilities:

1. Report to Head Cook and follow her/his instructions during each scheduled work time.  Typical responsibilities include (but are not limited to):

a. Help to have meals ready 15 minutes before scheduled meal time.

b. Assist in dining hall set-up.

c. Fill water pitchers and place on tables.

d. Wash and put away dishes.

e. Label and date leftover containers to store in coolers and freezers.

f. Wash tables and sweep dining hall after meals.

g. Follow sanitation guidelines in accordance with current Michigan Food Law.

2. Live in a cabin with campers, acting as a Counselor Aid when not scheduled to work in the kitchen.

Legal Requirements for Minors:

7. You must be supervised by an adult staff member at all times when working.
8. You will be working from 8am-9pm (or lights out)
9. Your payment will be that which was listed on your commitment form.

10. Must not work more than 5 hours without a 30 minute rest/meal break in between
11. You will not be working for more than 6 days in one week
12. You’re required to turn in a weekly hours sheet to the Summer Program Director specifying your break and work hours (if under 18 years old).

Employee Signature:




Employer Signature:






Accountable to Food Service Manager and Summer Program Director
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Outdoor/Environmental Education Assistant

Requirements:

1. Must be at least 16 years old.
2. Must be organized and responsible.

3. Must be able to be a follower and a leader.

4. Must have a passion for nature.

Duties and Responsibilities:

1. Report to Coordinator of Outdoor/Environmental Education.  Typical responsibilities include (but are not limited to):

a. Assist Coordinator of OEE with broad OEE objectives.

b. Lead and be a resource for nature-themed interest activities and cabin activities.

i. Refer to the OEE Curriculum Binder for resources while leading these activities.
c. Lead Night Hikes and manage Night Hike supplies.

d. Care for the feeding and habitat of Nature Center animals.

e. Clean the Nature Center each week.

f. Assist in OEE projects, such as recycling, composting, trail maintenance, etc.

2. Live in a cabin with campers, acting as a Counselor Aid when not scheduled to work in the Nature Center.
Legal Requirements for Minors:

13. You must be supervised by an adult staff member at all times when working.
14. You will be working from 8am-9pm (or lights out)
15. Your payment will be that which was listed on your commitment form.

16. Must not work more than 5 hours without a 30 minute rest/meal break in between
17. You will not be working for more than 6 days in one week
18. You’re required to turn in a weekly hours sheet to the Summer Program Director specifying your break and work hours (if under 18 years old).

Employee Signature:




Employer Signature:






Accountable to the Coordinator of Outdoor/Environmental Education and Summer Program Director
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Aquatic Observer (Lifeguard)

Requirements:

1. Must be at least 16 years old.
2. Must have current lifeguard certification equivalent to the American Red Cross. 

3. Must have current CPR for the Professional Rescuer certification as prescribed by the American Red Cross, or its equivalent.

4. Must be in good physical condition.

5. Must be safety conscious.

Duties and Responsibilities
1. Report to Waterfront Director.  Typical responsibilities include (but are not limited to):

a. Maintain safe and controlled waterfront activities.

b. Be alert when on duty (do not take part in any waterfront activity while on duty).

c. Assist in transportation of campers to swim area. (if qualified)

d. Be familiar with the Waterfront Manual.

e. Assist in leading morning Polar Bear swimming.

f. Assist in leading and supervising water recreation activities.

g. Report any damaged or unsafe equipment to Waterfront Director.

2. Live in a cabin with campers, acting as a Counselor Aid when not scheduled to work as an Aquatic Observer.

Legal Requirements for Minors:

1. You must be supervised by an adult staff member at all times when working.
2. You will be working from 8am-9pm (or lights out)
3. Your payment will be that which was listed on your commitment form.

4. Must not work more than 5 hours without a 30 minute rest/meal break in between
5. You will not be working for more than 6 days in one week
6. You’re required to turn in a weekly hours sheet to the Summer Program Director specifying your break and work hours (if under 18 years old).

Employee Signature:




Employer Signature:






Accountable to Waterfront Director and Summer Program Director
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Arts and Crafts Assistant

Requirements:

1. Must be at least 16 years old
2. Must have at least one year experience in a similar camp setting.

Duties and Responsibilities:

1. Coordinate and facilitate daily Arts and Crafts times, including set-up and clean-up.

2. Manage all Arts and Crafts supplies and facilitate reordering of needed materials.

3. Clean and organize Craft Shack daily.

4. Work with Activities Coordinator to schedule Arts and Crafts activities.

5. Work with Worship Coordinator to link Arts and Crafts with curriculum.

6. Live in a cabin with campers, acting as a Counselor Aid when not working in the Craft Shack.
Legal Requirements for Minors:

1. You must be supervised by an adult staff member at all times when working.
2. You will be working from 8am-9pm (or lights out)
3. Your payment will be that which was listed on your commitment form.

4. Must not work more than 5 hours without a 30 minute rest/meal break in between
5. You will not be working for more than 6 days in one week
6. You’re required to turn in a weekly hours sheet to the Summer Program Director specifying your break and work hours (if under 18 years old).

Employee Signature:




Employer Signature:






Accountable to Summer Program Director
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Amigo Centre

JOB DESCRIPTIONS

Maintenance Assistant
Requirements:

1. Must be at least 16 years old.
2. Must be amiable; enjoy working with children of all ages.
3. Must be willing to assist wherever needed.
Duties and Responsibilities:

1. Assist maintenance or counselors as needed.
2. Assist with mowing as needed (not applicable if under 18 years old)
Legal Requirements for Minors:

1. You must be supervised by an adult staff member at all times when working.
2. You will be working from 8am-9pm (or lights out)
3. Your payment will be that which was listed on your commitment form.

4. Must not work more than 5 hours without a 30 minute rest/meal break in between
5. You will not be working for more than 6 days in one week
6. You’re required to turn in a weekly hours sheet to the Summer Program Director specifying your break and work hours (if under 18 years old).

Accountable to Maintenance Director and Summer Program Director

Employee Signature:




Employer Signature:
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*denotes that said responsibility falls only to the Summer Program Director.








