West End House Girls Camp
Recruitment Coordinator
Job Title:
 Recruitment Coordinator
Reports to:  
Camp Director
Off Season (Sept-Mid June) 
Office:
   105 Allston Street, Allston 
Part-Time
Summer Season (Mid June-August)

Office: 39 Pine Ridge Road, Parsonsfield ME 
Full Time
Please note: Position during summer time will be located in Maine and will be different than description below. Summer time will be a full-time camp staff position with payment + room and board.
Position Purpose:  

The Recruitment Coordinator assists in camper recruitment, partner outreach, customer service, and record keeping, including planning and coordinating off-season camper recruitment activities and guiding camper families and partners through the camp registration process.

Essential Job Functions:

1. Assist in the direction, supervision, and organization of camper recruitment. 
· Apply basic youth development principles in working with campers through communication, relationship development, respect for diversity, involvement and empowerment of youth.
· Communicate with camper families and ensure all questions are answered and application paperwork is completed and submitted by summer deadline.
2. Participate in the development and implementation of program activities for campers within the mission and outcomes of camper recruitment. 
· Develop strategies for off-season camper recruitment including activities, reunions, and social media connection.
· Actively participate in all program areas as assigned.
3. Manage all customer service and communication functions with campers, camper families and partners. 

· Answer phones and e-mail communications related to camper registrations and parental questions. 
· Refer concerns to camp director.
4. Assist in the management and record keeping of camper paperwork.
· Assist camp director in the collecting and filing of human resource forms from camp staff.

· Record, file, summarize, and prepare reports related to camper registrations.
Other Job Duties:

· Contribute to verbal and written evaluations and communication as requested.

· Participate enthusiastically in all camper recruitment activities, planning, and leading those as assigned.
· Participate as a member of the camp staff team to deliver and supervise evening programs, special events, overnights, and other camp activities and camp functions.
· Intentionally foster relationships with West End House Camp and West End House Boys and Girls Club leadership. 

· Cultivate and implement a Social Media plan. 

Relationships:

Recruitment Coordinator will have regular relationships with campers and camper families, partners, and West End House community staff. 
Qualifications: 
· Must be 18 years of age or high school graduate. 
· Experience in business or office setting.

· Youth development experience required. 
· Organized and detail-oriented. 

· Fluent in Spanish (preferred)

· Self-motivated and able to work independently. 
· Available to work a set schedule of 15-20 hours every week 

· Must be able to lead and plan programs.

· Ability to interact with all age levels and backgrounds.
· Must be able to work collaboratively with other adults.

· Previous camp experience preferred.
Knowledge, Skills, and Abilities: 

· Understand the development needs of youth.
· Ability to relate to youth and adults in a positive manner.
· Demonstrate knowledge and skill in communication via email, phone, and in-person.
Physical Aspects of the Job:

· Ability to communicate and work with groups participating (age and skill levels) and provide necessary instruction to campers, families, and partners.
· Ability to effectively communicate orally and in writing.
· Ability to safely and properly operate business equipment.
· Manual dexterity to utilize computer and other office equipment. 
· Ability to be physically active and engage with campers through various means of recreation. 
If interested please send a thoughtful cover letter and resume to Laurie Palagyi at laurie.palagyi@wehgirlscamp.org. 
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