
 

ALL STAFF 

Objective: To create a safe and enjoyable environment for our campers while 

maintaining the high level quality of programming associated with Camp JCC 

Duties Include: 

 Participate in staff training and orientation prior to the beginning of the camp 
program 

 Supervise the health, safety, and activity of campers 
 Never leave a child or group unattended 

 Accept additional duties requested by the Camp Program Coordinator or Camp 
Director deemed necessary for the betterment of camp 

 Set an example at all times for the campers in actions, manner, language, etc. 
 Fill out incident reports when appropriate and make sure they are turned in by 

4:15 daily.  
 Help direct campers to select activities and assist during choice activity transitions 

 Follow all employment policies of the Siegel JCC, including but not limited to 
those detailed in the JCC Personnel Handbook 

 

OFFICE MANAGER 

Objective: The Office Manager is the first face and voice someone is likely to 

encounter as they enter the Camp Office, and should greet parents and campers with 

enthusiasm, take detailed messages, and act as the communication center that allows 

camp to run effectively. 

Responsible to: Office Manager 

Duties Include: 

 Answer phone calls and emails 
 Direct the Office Aide in tasks involving, but not limited to: managing and ordering 

supplies, calculating daily attendance, preparing and distributing lunch and snack 
to campers 

 Attend weekly staff and/or unit meeting after camp if needed 
 Assist the Program Coordinator with weekly Newsletters and updates, as well as 

recognition for Counselors 
 



Desired Qualifications: 

 Must have a college degree or its equivalent  
 Previous experience in customer service 
 Ability to speak in a professional manner both in person and over the phone 
 High level of writing ability for email correspondence and weekly newsletters 
 Successful candidate must be able to multi-task, provide excellent customer 

service, and have basic computer skills - proficiency with Microsoft Excel a plus 
 Ability to take direction clearly 
 Enthusiasm for participating in activities of varying interests 
 Experience behaving as a role-model and acting level-headed around children 
 

For more information about the JCC and Day Camp, please see our website: 

www.siegeljcc.org 

To apply, please complete the Day Camp Counselor Application form online. Please 

be sure to write which location and position for which you are applying on your 

application.  

The JCC is an Equal Opportunity Employer 

 

http://www.siegeljcc.org/
https://siegeljcc.campintouch.com/ui/forms/application/staff/App

