
Columbus Avenue Baptist Church 

theCENTER Day Camp Office Assistant 

 

Job Title: Office Assistant 

Position Type: Seasonal 

Reports to: Day Camp Director, theCENTER Directors 

 

Position Summary: 

The Office Assistant will help at the front desk and assist with various office and administrative tasks 

during the Day Camp season. The office assistant must become familiar with our software equipment 

used for the facility as well as the camp section of our software. 

 

Essential Functions: 

1. Become proficient in the Mindbody online software to register Day Campers, check in/out 

campers, collect payments, sign up new members of theCENTER, and other duties as assigned.  

2. Maintain record of all Day Camp payments made during the summer  

3. Supervise theCENTER by enforcing and ensuring that all individuals who enter theCENTER 

adhere to the policies of theCENTER 

4. Assist in answering phone calls and directing calls to the right person/department 

5. Give tours of the facility to potential members and individuals looking to rent the facility for 

events 

6. Assist in record keeping for Swim Lessons 

7. Assist in the administration of First Aid 

8. Help communicate to Day Camp parents: field trips, camp info, and oops/accident reports 

9. Maintain the camp  Google Doc that contains all camper information 

10. Acknowledge and greet everyone that comes into theCENTER with a friendly smile 

11. Assist in any other office task that may be assigned by the Day Camp Director or theCENTER 

Directors 

12. Report all suspicions of child abuse to theCENTER Director and proper authorities 

 

It should be understood that this Job Description has been developed as an outline for basic 

responsibilities. Additional duties may be assigned by the Day Camp Director or theCENTER Directors 

from time to time as deemed appropriate and/or necessary. 

 

Qualifications: 

1. Office Assistant must have completed high school and/or some college 

2. Ability to work well with other staff and be flexible 

3. Desire to share the love of Christ with campers, parents, and camp staff 

4. Desire to work with children and adults in a Day Camp setting 

5. CPR and First Aid certifications (certification can be completed during staff training if needed) 

6. This position works closely with money, basic counting and math skills will be required 

7. Must be able to work independently at times, have good written and verbal communications and 

pay attention to detail. 

 

 

 


