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Camp Administrator Job Description

Position Title: Camp Administrator

Location: Living Waters Camp / Camp Office

Reports To Camp Director / Camp Council 

Position Summary

The Camp Administrator leads the core administrative, communications, bookings, calendar, records, and guest-service functions of Living Waters Camp. This role helps ensure that rental groups, campers, seasonal-site holders, supporters, and churches receive timely communication, accurate information, organized records, and professional service.

This position supports financial administration through tracking, organizing, and submitting source records such as receipts, cash reports, and payment information, while bookkeeping, reconciliations, payroll processing, and formal accounting remain assigned to a separate role.

Key Responsibilities

Communication and Office Administration

· Answer and respond to incoming emails, phone calls, website inquiries, and general correspondence.
· Manage the camp office, office systems, office supplies, records, filing, and administrative workflows.
· Maintain calendars for bookings, camps, meetings, and other camp events.
· Prepare meeting agendas, minutes, action lists, and administrative reports as assigned.
· Maintain current contact lists for churches, guests, rental groups, seasonal-site holders, camp leaders, and suppliers.
· Prepare yearly camp brochure




Bookings and Guest Administration

· Manage the bookings system and booking website for rentals, accommodations, and camp use.
· Plot and manage bookings on the calendar and maintain accurate booking records.
· Coordinate with rental groups regarding dates, contracts, expectations, forms, payments, arrival details, and departure follow-up.
· Support prospective rental groups through information sharing, and follow-up communication.
· Coordinate seasonal-site requests, applications, renewals, concerns, and related communications.

Program and Camp Coordination

· Plot and manage summer camps and support communication with camp directors for each program.
· Coordinate Family Camp planning support, registration communication, accommodation tracking, and related logistics. 
· Support summer-staff administration including time-sheet collection, onboarding paperwork, and internal communications.
· Maintain administrative coordination for camp tours, supporter mailings, camp brochures, posters, and promotional materials.

Financial Administration Support

· Track cash boxes used throughout the summer.
· Track incoming payments, including cash, Square, e-transfer, registration fees, and rental payments, and maintain organized supporting records.
· Collect, organize, and submit receipts and source documents to the bookkeeper.
· Track approved spending through supplier accounts and keep supporting records for review and bookkeeping entry.
· Follow camp procedures for record accuracy, approvals, and internal control.

Policy, Records, and Communication Support

· Maintain forms, policy packets, booking documents, community standards, and seasonal-site communication materials.
· Support communication related to rental policies, community standards, and seasonal-site expectations already published by the camp.
· Draft updates to guidelines or procedures for review and approval by the Director and Camp Council.
· Keep accurate administrative records and support privacy-conscious handling of camp documents.

Scope and Flexibility

This job description is intended to outline the primary responsibilities and expectations of the Camp Administrator role, but it is not an exhaustive list of all duties. Camp administration and ministry support often involve changing priorities, seasonal demands, time-sensitive needs, and unforeseen situations. The Camp Administrator is therefore expected to demonstrate flexibility, adaptability, and a willingness to take on other duties as reasonably assigned in support of the mission and effective operation of Living Waters Camp.


Qualifications

· Experience in office administration, guest services, hospitality, church administration, non-profit administration, or a related field.
· Strong organizational ability and attention to detail.
· Strong verbal and written communication skills.
· Confidence using email, calendars, documents, spreadsheets, and booking systems.
· Ability to work with confidential information appropriately.
· Valid driver’s licence.
· Agreement with and support for the values and beliefs of Living Waters Camp and the PAOC Saskatchewan District, and willingness to abide by their policies.
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