Job Title: PAT – Admin Assistant
Department: Program
Reports to: Program Directors
Position Summary: 
· To work alongside the program team with administrative duties to ensure a smooth week of camp for parents, campers, volunteers, and staff. 
Specific Responsibilities:
· Work with the program team and registration team, ensuring there is clear communication between the two.
· Be sure that what we are planning, offering, and promising is what we are delivering.
· Assist with late arrivals to camp, greeting them and getting them to where they need to be.
· Assist with early pick-ups, making sure that the camper is ready to go with all of their belongings and being there for the handoff back to the parents. 
· Collect camper mail and then distribute it in an organized fashion.
· Prepare camper folders so that they are ready for Sunday arrival.
· Help collect lost and found items, working to get the items back to the owner and storing them properly. 
· Assist the Staffing Coordinator with day-to-day responsibilities.
Essential Qualifications:
· Commitment to Christian Values: Strong personal faith and desire to model Christ-like behavior.
· Experience with Youth: Prior experience engaging with children or teens in youth programs or similar roles.
· Effective Communication & Teamwork: Clear communicator with a cooperative, positive attitude.
· Adaptability & Problem-Solving: Flexible, resourceful, and calm under pressure.
· Commitment to Safety: Prioritizes a safe and supportive environment for campers.
· Physical and Mental Stamina: Ready for the physical demands of camp life and able to maintain flexibility. 
Employee Review: I have read the above and understand that it is not an exhaustive statement of duties, responsibilities or requirements. I understand that this description does not preclude my supervisor’s authority to add or change duties or responsibilities and understand that the performance of other duties will be required from time-to-time in order to meet the ministry’s needs. I have been given a copy of this description.

Staff’s Signature: _________________________			Date: _____________
