Better Basics
JOB DESCRIPTION

JOB TITLE:     	Summer Camp Director	          WORKWEEK:         Varies

March = 2 weeks @ 25 hours week
April – June = 40 hours per week
July = 1 week @ 30 hours per week
			
REPORTS TO:        	Program Administrator	          WORK STATUS:	  Temporary

Wage Classification: 	Non-Exempt, Hourly

POSITION SUMMARY (functions and objectives):
· Plans and oversees implementation of all activities for HOPE Summer Camp
· Leads students in daily opening and closing rallies, performs student recognitions, and serves as lead teacher
· Develops curriculum and lesson plans

ESSENTIAL PERFORMANCE SKILLS, DUTIES AND RESPONSIBILITIES:
Indirect
· Recruits and retains campers for Summer Camp
· Assists with registration process in conjunction with Program Administrator and school personnel
· Conducts daily staff meetings prior to camp opening each day
· Assists with staff training plan as designed by Programs Executive and Program Administrator
· Creates employee work schedules and determines daily staffing needs according to student participation
· Collects and submits all fees to Better Basics Finance Director in a timely manner for deposit
· Collects and reviews employee timesheets and submits all payroll materials to HOPE Department per payroll schedule 
· Requests program supplies and materials from Program Administrator
· Assists in acquiring snacks, supplies, materials and fixed assets for Summer Camp
· Troubleshoots issues on site daily
· Conducts regular emergency and crisis drills
· Follows Office Procedures
· Follows the four-step discipline process to be used when correcting performance problems and inappropriate work behaviors for those employees under her supervision

Direct
· Leads opening and closing rallies daily
· Prepares all curriculum, lesson plans, songs, games and activities for use at camp 
· Recognizes student achievement through daily presentation of student awards
· Reviews curriculum plan for every instructional block in advance and acquires needed materials
· Provides Counselors with daily/weekly lesson plans 
· Encourages successful student participation in all aspects of Summer Camp
· Fills in for absent personnel as needed
Job Description – Summer Camp Director (continued)
· Utilizes good classroom management skills to maintain a positive learning environment
· Offers special counseling or discipline to students who disrupt rotations

· Communicates with parents regarding academic and behavioral issues
· Provides Program Administrator with student success stories and coming events for publication in monthly newsletter and/or grants and press releases

ESSENTIAL TECHNICAL SKILLS, QUALIFICATIONS, EDUCATION/EXPERIENCE:
· Teaching certification and classroom teaching experience (preferably elementary)
· Excellent organizational, management and communication skills
· Knowledge of federal and state regulations governing 21st Century Community Learning Centers
· First Aid/CPR Certification
· Proficient in Microsoft Word, PowerPoint, Excel and Gmail
· Professional appearance and disposition with volunteers and staff
· Current driver’s license, personal transportation, and ability to drive on the interstate
· Approved background check

PHYSICAL DEMANDS:
· Ability to transport up to 30 lbs. of books and materials
· Ability to work outdoors and indoors without air conditioning, depending on student activities

WORK ENVIRONMENT:
· Primarily in 21st Century HOPE CLC site in Fairfield located in a public school
· Frequent off-site field trips
· Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


BY SIGNING BELOW, YOU AGREE THAT YOU HAVE READ AND UNDERSTAND THIS JOB DESCRIPTION AND HAVE RECEIVED A COPY OF THIS DOCUMENT.


_______________________________________________	__________________
EMPLOYEE SIGNATURE		DATE


                                 BETTER BASICS IS AN EQUAL OPPORTUNITY EMPLOYER
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