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Program Director 
Job Description

General Description of Position 
The Program Director serves as a vital piece of the Tekoa ministry.  Their primary function is to support the work of Camp Tekoa through creative leadership with a focus on staff development, ministry to campers and guests and extending the mission of Tekoa into the world. The Program Director works in relationship with the Executive Director, Camp Tekoa Board of Trustees, staff, campers, parents, alumni, retreat leaders, and participants to fulfill the mission and achieve objectives. The Program Director reports to the Executive Director.

Specific Responsibilities
1. Recruit, hire, and supervise all seasonal staff with the assistance of the Executive Director and other year-round staff 
· Review/screen all employment applications and reference forms submitted to Camp Tekoa
· Manage the hiring for summer season with the support of other staff, including the Executive Director
· The Program Director is the primary staff responsible for building the summer staff team
· Program Interns and other year-round staff support this work and are available to travel and recruit
· Run background checks for all staff and volunteers
· Complete staff hiring processes by communicating with accepted applicants, sending and tracking all employment documents, and arranging their scheduled time off
· Through positive feedback and direction, advise and supervise all summer staff as they perform their camp responsibilities throughout the summer

2. Coordinate, attend, and facilitate staff training for all seasonal staff and volunteers in accordance with established Camp Tekoa policies
· Schedule and plan agendas for training summer leadership, resources, senior staff, staff assistants, and LITs.
· Coordinate guest speakers and visiting instructors to facilitate staff training criteria based on established Camp Tekoa policies; directly instruct staff and volunteers on effective, age-appropriate, positive behavior management techniques; educate staff and volunteers on effective, age-appropriate methods for working with campers who miss home; educate staff and volunteers about age and faith development of campers
· Achieve American Camping Association (ACA) objectives for the site, including proper training, reviews and skills assessments for all relevant staff
· Identify areas of growth for the staff throughout the summer and coordinate in-service training opportunities as needed

3. Oversee all logistics for summer Day Camp, Overnight Camp, Adventure Camps and Special Needs Camps
· Adventure Camps:
· Ensure the program is Christ-centered and constantly focused on the mission
· Prepare and plan adventure programming that helps campers experience God’s creation and adventure within Christian community
· Organize human resources (including the Adventure Team) to facilitate safe, fun and logistically sound adventure experiences throughout the region
· Coordinate with year-round staff and seasonal bus drivers to build a travel calendar and all other logistics needed to ensure smooth adventure camps
· Oversee the use and upkeep of all adventure equipment with the support of the maintenance and seasonal adventure staff
· Integrate our mission into the adventure program and educate trip leaders on how to effectively tie in faith to their trips
· Overnight Camps
· Ensure the program is Christ-centered and constantly focused on the mission
· Along with the ED, prepare a summer theme that articulates faith in a relevant way to staff and campers
· With the support of the ED and Summer Planning Team, oversee the weekly staff roles, co-buddy assignments and housing assignments
· Manage the overnight camp program and constantly evaluate the effectiveness of program planning and implementation, making corrections as needed
· Follow through with all ACA guidelines and educate the staff on these expectations
· Support the work of camp through visible presence, intentional conversations with staff and daily involvement in the program
· Support campers by helping Family Groups Leaders with difficult situations, managing parent conversations and finding resources needed to overcome challenges
· Integrate our mission into the adventure program and educate Family Group Leaders on how to effectively tie in faith to their daily activities and debriefs
· Day Camps
· Ensure the program is Christ-centered and constantly focused on the mission
· Manage logistical overlaps with Overnight and Adventure Camps
· Train and educate rotating seasonal staff to ensure effectiveness in the time in Day Camp
· Explore creative and new programming and support the Day Camp Director with implementation
· Assess the need for offsite logistics and build them into the travel calendar
· Integrate our mission into the Day Camp program and educate Day Camp Staff on how to effectively tie in faith to their daily activities and debriefs
· Special Needs Camps:
· Ensure the program is Christ-centered and constantly focused on the mission
· Support the work of our lead Barnabas volunteers in the planning and execution of the program
· Assist in recruiting and training volunteers (including preparing background checks and volunteers applications)
· Integrate our mission into the Barnabas program and educate staff and volunteers on how to effectively tie in faith to their daily activities and devotions

4. Provide social, emotional, and spiritual support to summer campers, staff, and volunteers
· Support should be provided for campers, parents, staff and volunteers through group and individual consultation
· When needs arise, counsel with campers and staff that are facing challenges
· Help identify strategies for campers and staff to succeed at the challenges they face throughout the camp season
· Help campers and staff build faith learning opportunities through their camp experiences
· Help campers to process what they learn through participation in camp activities that allow them to grow in their everyday life

5. Facilitate weekly summer staff meetings
· Staff meetings take place every Saturday, as soon as campers depart, and on Sunday at 1:25 pm, before campers check-in.  The Assistant Director must be present and on time

6. Prepare and maintain an annual program budget for specified areas
· Prior to the annual November Board Meeting, plan a program budget for the next fiscal year
· Throughout the year, track and manage spending in all areas of the program budget
· Consult with the Business Manager regarding any major changes to the annual program budget 
· Intentionally assess and build future projections for all facilities and equipment needs and repairs related to the program

7. Assist in establishing policies and procedures for personnel, summer campers, programs, user groups, and facility management
· Based on established communication policies and procedures, the Program Director is expected to communicate with parents, campers, staff, and the public through the use of email, phone conversations, social media, and website updates
· Consult with parents and guardians about camper illness, injury, or other camp challenges 

8. Communicate camp matters with parents, campers, staff, and the public 
· Based on established communication policies and procedures, the Program Director is expected to communicate with parents, campers, staff, and the public through the use of email, phone conversations, social media, and website updates
· Consult with parents and guardians about camper illness, injury, or other camp challenges 

9. Responsible for the health and well-being of self, staff and campers 
· Practice and enforce all camp safety regulations and emergency procedures
· When working with family groups, help treat camper injuries/illnesses within trained level of care

10. Comply with (through written, verbal, and practice based evidence) all program related sections of the American Camp Association standards for accreditation 
· Working with the Executive Director and seasonal staff, prepare all needed documentation and physical needs for ACA visits
· Observe all ACA regulations and revise practices as needed

11. Support the work of Retreat Ministry
· Assist in hosting user groups and retreat groups as needed to support the work of the Retreat Director and other year-round staff
· Provide all hosted user groups and retreat groups with a welcome orientation
· Be on call to assist groups and guests at all times when hosting

12. Support the ministry of Tekoa Afterschool 
· Offer administrative support as needed
· Offer program support as needed
· Cover Afterschool and Break Camps in the absence of the Afterschool Director
· Engage with campers during their time on the site
· Be a substitute bus driver if needed
· Support the fall Afterschool fundraiser event

13. Serve as Onsite Director in absence of Executive Director
· The Executive Director has many offsite responsibilities including fund development and ministry beyond the site. As needed, the Program Director will step in and oversee any operations at Camp Tekoa including supervision of staff, emergency response and personnel concerns

14. Personal Conduct
· Act in a Christ-like manner in all professional and personal interactions
· Abide by all camp policies including the Year-round Staff Manual and Summer Staff Manual
· Be an active and visible presence in the camp, setting an example of commitment, excellence and caring
· Be a team player, embodying the DNA and mission of Tekoa and looking for ways to support your fellow staff

15. Perform all other duties and roles assigned by the Executive Director
· The Program Director will be asked to cover many responsibilities that may be needed but not yet foreseen. Because this role is an administrative role, things come up.  Be flexible!
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Touching hearts. Changing lives.
Sharing the light of Christ.





