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					         Camp Bovey

Job Title:  	Camp Registrar
Reports to: 	   Camp Director
Status:  		Seasonal March - August, Part-Time, Non-Exempt, Mon – Fri; 5 – 10 hours/week


Position Purpose:  
Assists in helping to fulfill the Camp mission:  The Mission of a Camp Bovey is to provide a safe place for youth to have fun while participating in outdoor activities that help build respect for themselves, one another and the environment.

Essential Job Functions:
1.   Assist in the registration of campers 
a. Communicate with parents and help field registration-related questions
b. Process registration forms
c. Record camper payments
d. Send camp brochures and paperwork as requested
2.   Assist in the process of campership requests
a. Communicate with parents and help field campership-related questions
b. Process campership forms
c. Record camper requests
d. Send award letters and additional information as needed
3.   Gather and enter statistical information on each camper into the camp file
4.   Any and all registration-related duties as assigned by Camp Director or Youth Department Director. 
	
	 Qualifications:
1.   High school diploma or GED 
2.   Ability to organize electronic and hard copy files relating to camper and financial information.
3.   Ability to effectively communicate orally and in writing.
4.   Work in cooperation with camp staff, parents, and community members
5.  Answer and re-direct phone calls relating to camp as needed.
6.   Submit reports and information to camp director as requested.
7.   Type 55 – 60 wpm accurately.
8. Ability and willingness to work variable hours.

Compensation:   $9.50- $10.00/ hour, DOQ.
Application Deadline: Internal Candidates: 2/29/2012; External Candidates: Until filled
Send resume to: East Side Neighborhood Services, 1700 Second St NE, Minneapolis, MN 55413; humanresources@esns.org; www.esns.org  
  
AN EQUAL OPPORTUNITY - AFFIRMATIVE ACTION EMPLOYER  
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