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Coordinator Job Description

Overview: Barbara C. Harris Camp & Conference Center (BCH Camp) is a ministry of the Episcopal Diocese of Massachusetts, offering overnight summer camps for children (ages 7-17), and families (all ages during family camp). Our mission is rooted in the legacy of Rt. Rev. Barbara C. Harris and the values of the Episcopal Church. We strive to live out this mission by connecting community members to the beauty of the natural world, providing opportunities to grow their faith, and strengthening right relationships in support of environmental and social justice. We are part of the Episcopal Church, and believe all people are loved by God, no matter who they are or what their life is like. Serving on camp staff is a formation experience in itself; while care and safety for campers is always a staff member’s first priority, personal, faithful, and professional growth results from serving and living in community. 

Position Purpose: 
The Coordinator will work collaboratively with the Program Director, Assistant Director, Director of Mental Health, and Summer Chaplain as a leadership team to ensure the program is safe, fun, engaging, and inclusive. They should be organized, able to manage their time well, and team-oriented. They should also be flexible and open to experimenting with change in the camp program, and able to respond to whatever arises during the camp day or night. The Coordinator, alongside the leadership team, is responsible for the background work that allows the counselors to do their job successfully and the camp to run smoothly. They should be able to offer support to counselors on camper concerns, conflict resolution, and group dynamics. 

Location: On-site at Barbara C. Harris Camp and Conference Center, Greenfield NH 

Accountability: The Coordinator reports directly to the Program Director. Additionally, they may receive oversight from the Assistant Director and Executive Director.

Minimum Qualifications:
· 19+ years old.
· Must pass an FBI/BCI background check that is clear.
· Attendance at Leadership Training and Staff Training is required.
· Has a passion for caring for and working with children.
· Ability to support the beliefs and practices of the Episcopal Church.
· Comfortable with contributing to and building a loving community that is rooted in Christ through supporting, teaching, leading, and empowering others.
· Creativity and problem-solving skills in all types of high-stress and fast-paced situations.

Preferred Knowledge, Skills, and Abilities:
· Summer camp experience, as a camper or a staff member.
· CPR/First Aid certification.
· Experience working at a faith-based or religious organization.
· Priority will be given to applicants who have completed two years of college, or equivalent.

Physical Aspects of the Position:
· Prolonged standing, stooping, lifting, walking long distances daily, requires a typical range of hearing and eyesight to record, prepare, and communicate camper activities and programs.
· Willing to participate in activities in and around water (lake). 
· Potential Coordinators should be prepared to enthusiastically live in a camp setting, with little privacy, irregular hours and daily exposure to the sun and heat.
· Physical ability to respond appropriately to situations requiring first aid. Must be able to assist campers in an emergency (fire, evacuation, illness, or injury) and possess strength and endurance required to maintain constant supervision of campers. 

Leadership Team Duties: 
· Support total management, safety, and continuity of BCH Camp with oversight from Program Director and Assistant Director.
· Collaboratively plan and lead staff training alongside other Leadership Team members.
· Develop schedules and coordinate activities for each camp week. 
· Act as primary timekeeper, ensuring the daily schedule is being kept, making sure transitions are occurring; ringing the bell and/or empowering staff to ring the bell 
· Plan evening activity (with the support of Assistant Director) and think creatively about how to get campers to look forward to it throughout the day.
· Coordinate set up and tear down of the evening program while maintaining care of gear and supplies.
· Hold counselors accountable to the norms set in staff training and the policies and procedures written in our staff handbook.
· Observe community members’ behavior, assess its appropriateness, enforce appropriate safety regulations and emergency procedures, and apply appropriate behavior-management techniques.
· Help with administrative and programmatic tasks as needed.
· Support counselors with conflict or difficulty in camper groups (homesickness, bullying, etc.) 12. Act out skits and fun, silly announcements throughout the day to inform all campers and staff of the general schedule.

Relationship Building:
· Passion and ability to facilitate harmonious relationships and interactions between staff and campers.
· Ability to give and receive feedback to contribute to personal and professional growth and the betterment of the community
· Create and maintain a safe environment for all (emotionally, physically, and spiritually).
· Provide leadership for counselors in their ministry, helping address their challenges and maintain confidentiality when appropriate. 
· Support all camp staff in upholding the community covenant, with grace and love. 
· Be an active role model understanding that you are a leader in the community and are looked up to by all.

Compensation:
· $3,500 stipend for the summer
· On-site healthcare and worker’s compensation
· Room & board
· Staff shirts
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