
CAMP SWATARA 

OFFICE MANAGER - JOB DESCRIPTION 

POSITION: Office Manager 

PURPOSE: To manage the varied office duties related to camp’s operation.   

GENERAL POSITION DESCRIPTION: This is a full-time, year-round, salaried position based on approximately 40 

hours per week, which could also be broken into two part-time roles.  From Memorial Day to Labor Day, Camp 

Swatara is primarily a summer camp for children and youth.  From Labor Day to Memorial Day, Camp Swatara is 

primarily a retreat facility with frequent weekend use and occasional midweek groups, including school groups.  The 

Family Camping Center with 140 sites for tent, cabin, and RV camping for individuals, families, groups, and churches is 

open from April 1 to November 1.  The Office Manager is responsible to manage the varied office duties related to 

camp’s operation.  This includes tasks in clerical, database management, communication, financial management 

and recordkeeping, administrative assistance, office equipment and supplies, website, and supervision areas.  

Benefits, in addition to salary, include employee insurance, a pension plan, and professional growth funds. 

RESPONSIBLE AND REPORTABLE TO: Administrator 

ACCOUNTABLE TO: Administrator, Other Supervisory Staff, Board of Trustees, and Camp Guests 

QUALIFICATIONS:  

1. Committed Christian with a willingness to accept the values of the Church of the Brethren. 

2. Computer, word processing, and database management skills. 

3. Training and/or experience in business and financial management. 

4. Excellent verbal and written communication skills. 

5. Interest in serving in a Christian camp setting.  Camp experience is preferred. 

6. Personable style and skills in relating to staff, guests, and campers. 

7. At least 21 years of age and no more than 69 years of age. 

8. Acceptance of Office Manager’s Responsibilities and Camp Swatara’s Personnel Policies. 

RESPONSIBILITIES:  

1. General 

a. Recognize role and responsibilities as part of the overall mission and ministry of Camp Swatara, 

the Church of the Brethren, and the ongoing work of Jesus Christ. 

b. Exhibit a spirit of cooperation, flexibility, and commitment to the team relationship with other 

camp staff. 

c. Create and foster an atmosphere of friendliness and hospitality in the main camp office to 

ensure an enjoyable experience for staff, campers, and guests. 

2. Clerical 

a. Perform various clerical duties including copying, proofreading, typing, and data entry related to 

camp operation. 



b. Keep filing cabinets neat and orderly. 

c. Manage shared computer files. 

d. In coordination with other supervisory staff, prepare and send out thank you letters, including 

receipts for contributions. 

e. Generate or prepare reports, using database software and tools, as requested by other 

supervisory staff. 

f. Maintain and update camp database to ensure accuracy.   

3. Communications 

a. Serve as receptionist in the main camp office. 

b. Manage incoming telephone calls. 

c. Collect and distribute mail daily. 

d. Add correct postage to outgoing camp mail and send mail daily. 

e. Prepare camp mailings in accordance with U.S. Postal Service regulations and requirements. 

f. Manage camp’s general e-mail account.  

4. Financial Management and Recordkeeping 

a. Verify monies collected by various departments to balance with records. 

b. Reconcile credit card gateway and database transactions. 

c. Prepare weekly bank deposit and take to the bank. 

d. Submit weekly deposit reports and materials to the Treasurer. 

e. Collect camp bills for review by the Administrator and submission to the Treasurer. 

f. Manage accounts payable and receivable in cooperation with Administrator and Treasurer. 

g. Assist Administrator in processing payroll. 

h. Maintain donor database with information related to financial contributions. 

5. Serve as Camp Registrar and assist Program Manager in tasks related to camp programs. 

a. Use database software to set-up both camp-side and online registration for programs. 

b. Handle mailed and online registrations for camp programs, including summer camp, adult trips, 

and weekend events and programs. 

c. Send mailed and electronic confirmations and receipts to participants. 

d. Generate and prepare reports including rosters, housing assignments, receipts, balances due, 

etc., using database software and tools. 

e. Assist with camper registration/check-in for programs. 

f. Record payment, check camper financial records, and request payments from individuals, 

churches, or sponsoring groups for balances due using database software and tools. 

g. Collect and maintain files by camp program for registrations, health forms, waivers, and other 

paperwork submitted by participants.  Confirm received forms and send reminders as needed. 

6. Assist Administrator in tasks related to camp rental/retreat groups.   

a. Be available to greet and welcome guests during office hours. 

b. Gather paperwork for arriving groups including contract, event summary, group tally sheet, and 

cleaning sheets. 

c. Post letters on camp signs with group names prior to arrival. 

d. Record received contracts, payments, and additions or corrections to reservations in database. 



e. Accurately enter group numbers in conference database following events in order to generate 

electronic invoices and camper day reports. 

7. Office Equipment and Supplies 

a. Keep office equipment and supplies clean and organized for ease of use. 

b. Order and purchase office supplies as needed to maintain inventory. 

c. As required, submit usage reports related to office equipment to the appropriate persons. 

d. Unlock safe each morning and lock safe at the close of each day. 

8. In coordination with other supervisory staff, assist with adding and updating photos and information to 

camp’s website and Facebook page. 

9. Keep the main camp office neat and welcoming. 

10. Supervise and manage additional office employees and volunteers.  

11. Assist with East Store operation as needed for rental groups or summer campers. 

12. Standards, Regulations, and Policies 

a. Implement applicable American Camp Association accreditation standards. 

b. Abide by all state and local health department regulations.  

c. Follow and enforce all camp policies and procedures. 

d. Know and implement assigned responsibilities as part of camp’s Emergency Plan, including 

transporting campers as needed. 

13. Attend and take minutes for weekly staff meetings held in the camp office. 

14. Participate in an annual review and evaluation with the Administrator and Board Chairperson. 

15. Assist in other areas of camp operation that may arise for the ministry of Camp Swatara.   
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