
CCC Youth Summer 2010 - Camp Director 
There is a need for an individual to serve as Camp Director for a week long summer camp at Asylum Hill Congregational Church in Hartford. Must be available to be on-site for the hours from 8:30 a.m. to 5:00 p.m., Monday to Friday, August 9th to August 13th. Must possess considerable leadership, interpersonal and organizational skills to lead and assist in day-to-day operations of the camp. Also need for availability of prior planning meetings and interview teachers and counselors. Detail oriented person with camp experience required. CPR certified preferred.
Job duties:

· Prepare registration form and announcements
· Promote and distribute flyers in local communities

· Communicate with parents by email and phone call

· Facility planning and reserve camp site

· Prepare camp budget for board approval

· Recruit and interview teachers and camp counselors
· Handle registrations, cancellations and late registrations

· Send confirmation to campers

· Prepare registration in spread sheet

· Provide counselors training, meeting, site visit and review duties

· Recruit parent volunteers and prepare volunteer assignment
· Facilitate and document planning committee meeting

· Ordering and sorting T-shirts 
· Transport camp equipments to site
· Purchase camp materials

· Prepare camp schedules (daily activities)

· Prepare and coordinate daily snack and drink 

· Pre-arrange lunch and daily order

· Prepare list for check in/out of campers

· Address campers and parents concern

· Manage classroom activities
· Provide support to teachers

· Ensure a safe environment during camp

· Plan and hold recital and craft exhibit

· Ensure daily clean up of facility

· Photo and video recording

· Prepare end of camp memory book

· Prepare hospitality gift for camp location
· Daily budget reporting and management

· Conduct survey for parents and campers

· Prepare letters for counselors sent to school principal
· Complete budget and prepare expense report

Please send resume to CCC Youth Summer Camp at ccc.edu.committee@gmail.com with interest and qualifications by May 21st, 2010.

