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	Camp Tuhsmeheta

under the management of Opportunities Unlimited for the Blind, Inc.

10500 Lincoln Lake Road   
Greenville, MI 48838

616-754-5410   www.campt.org


Job Description: Assistant Program Director 
Summary

This position serves as the Program Assistant of a camp for children and youth who are blind or have low vision. The main goal of the camp is to provide a fun and educational setting which promotes independence and quality of life for children and adults with visual impairments. As Program Assistant, this position is responsible, under the direction of the Program Director, to assist in: the development of programming corresponding to implementing the goals of the camp; record keeping; development and implementation of educational and recreational opportunities for children with visual impairments; programming for families with children and/or adults with visual impairments; designated program development activities as determined by OUB’s strategic plan. This position reports to the Program Director. Assistant Program Director will be in charge of the programming areas when The Program Director has time off or is unable to fulfill his/her duties.  
Responsibilities

· Assist in developing a program with specific activities which address these needs within the camp population, and which fit into the specific theme of each camping session:

· Independence and motivation

· Orientation and Mobility

· Social interaction skills

· Independent living skills

· Recreation and leisure skills

· Career education

· Assistive technology (both low and high tech)

· Visual efficiency skills (when appropriate)

· Academic skills, especially math
· Assist the Program Director in planning and implementing staff training that will enable the program to succeed

· Assist in teaching activities to staff at staff training and staff meetings

· Assist in teaching staff methods of teaching campers specific skills as pertains to program activities

· Participate in all staff training

· Set up equipment for various activities

· Keep records on all participants; help them progress from beginner to advanced levels

· Assist in providing for awards and award ceremonies for camper successes in all areas

· Evaluate each camp session and make suggestions for improvement

· Conduct inventory of supplies, store equipment neatly and efficiently
· Report damaged equipment, buildings or safety hazards promptly to Program Director
· At the end of each camp session, make sure facilities are cleaned and prepared for the next session
· At the end of the season, submit an end-of-camp evaluation with recommendations 
· At the end of camp season, make sure the facilities are clean, and equipment is inventoried and stored. Complete other duties as assigned to close camp.
· Learn and follow through with safety regulations and emergency procedures
· Follow camp rules pertaining to the use of alcoholic beverages, smoking, and use of drugs
· Submit all required paperwork on time
Qualifications

This position requires a highly motivated person who is passionate about improving the quality of life for persons with visual impairment. Comfort with culture change and social change is a must for the person in this position. Advocacy skills, excellent inter-personal skills and communication skills, creativity, initiative and the ability to motivate others are important. Experience supervising and mentoring staff is preferred. Experience developing programs is preferred. This position requires the following:

· Is at least 21 years of age

· Has completed at least 2 years toward a Bachelor’s Degree in Liberal Arts, Sociology, Psychology, Social Work, Education or Special Education or other human services area, or Bachelor’s degree in another area and experience working with special needs populations. 

· Has one season experience in an organized camp setting 

· Possesses current ARC CPR and First Aid certificates (provided during staff training)
· Is personally prepared to take on the responsibilities detailed above 

· Is in a physical condition that permits active participation in camp activities side-by-side with campers and staff, and is able to physically respond in an emergency situation
· Is mature and capable
· Is able to accept guidance and supervision from supervisor and administrative staff
· Works well with others
· Has the desire to live and work in an outdoor/camp setting
· Is able to work independently
· Is able to carry out established roles in enforcing camp safety regulations 
Time Commitment 

This position is a 5-6 day per week job, dependent on the camp schedule.

This job description may not list all the duties and responsibilities of the position. The employee will answer to the Program Director, Camp Tuhsmeheta Camp Director and Opportunities Unlimited for the Blind Executive Director, and may be asked to perform other duties. OUB reserves the right to revise this job description at any time. The employee will be evaluated, in part, based upon the performance of the tasks listed in this job description.

This job description is not a contract for employment.
1

[image: image1]