Bear Creek Camp & Conference Center

Eastern PA Lutheran Camp Corporation

PO Box 278, Bear Creek, PA 18602  570-472-3741

Position Description

(updated 8-15-11)

Position: Camp Operations Support Specialist

Responsible to: Executive Director

Overall Responsibility:  With a commitment to Christ and the Church, Camp Operations Support Specialist, serves the mission and vision of Bear Creek Camp through implementation of retreat, hospitality, and office support services, fostering an awareness and appreciation of God’s creation on our site and beyond, promoting camp programs, and working with other staff to provide a welcoming and hospitable Christian community for all guests.

Hours/Schedule:

· Temporary Full-Time

· September 2011  through May 2012
Specific Responsibilities:


Retreat/Hospitality Support

1. Host retreat groups.

2. Coordinate and confirm retreat group special needs.

3. Coordinate retreat group program staffing.

4. Assist with food service, as needed.

5. Compile retreat evaluations.

Office Support

1. Coordinate rental group contracts

2. Assist with program registration.

3. Answer phones and be knowledgeable about upcoming events

4. Maintain a clean and organized main office area

5. Design and e-mail electronic news.

6. Assist with CampTrak database 

7. Assist with donor tracking 

8. Assist with bulk mailings 

9. Work with the Executive Director to implement the marketing strategy, including: Church Visits, Council Visits, BCOT, and the Ambassador Program

a. Scheduling

b. Training

c. Staffing

10. Type letters and reports as needed

Qualifications:  


Required 

1. Solid Christian faith, with understanding and appreciation for the doctrine of the Evangelical Lutheran Church in America.

2. Computer literacy, with a knowledge of Microsoft Office

a. Word

b. Publisher

c. Excel

d. Access

3. Ability to work as part of a team 
4. Organization, time management, and communication skills. 
5. Ability to learn to plow the camp road

6. Ability to lead programs (training may be provided.)
a. High Ropes

b. Low Ropes/Teambuilding 

c. Night Hike
d. Guided Hike

e. Climbing Wall

Helpful but not required 
1. CPR and First Aid
2. Lifeguard certification 
Compensation:

· Pay is to be negotiated.

· Housing and/or benefits is to be negotiated within pay.

