FAST CAMP ADMIN - FIRST AID 
COMPENSATION: $20/hr (40 hrs/wk)
PERIOD: JUNE TO END OF AUGUST
HOURS: 9:15 AM – 5:15 PM
REPORTS TO: CAMP DIRECTOR
Camp Admin-First Aider Summary
The Admin- First Aider is primarily responsible for supporting the Day Camp program by managing its administrative tasks and providing timely and accurate information, services, and support to the Camp Director.  They are also responsible as the back up to the Camp First Aider.   work with other admins to create a seamless and successful experience for parents, campers, counselors, and program leads by owning the details of Day Camp check-in and check-out, the camp store, printed communication materials, occasional special events, etc.
First Aider Qualities
· Ability to work with children ages 4 to 16
· Knowledge of camp program and planning
· Ability to always promote safety and well-being of campers
· Prior experience working with children in a leadership position
· Enthusiastic, Responsible, Dependable, Level-Headed, Flexible, and Calm in all situations
· CPR/First Aid Certified OR willing to become certified before the summer begins
Duties and Responsibilities
In coordination with the Camp Director and the Camp First Aider prepare for:
· daily check-in and check-out procedures, creating an efficient and welcoming environment for parents and campers.
· Monitoring and responding to camp emails and phone calls and escalating necessary messages to Camp Director and/or Camp Manager
· Assist campers and parents with locating lost and found items
· Ensure counselors have the supplies needed, camp rosters, walkie talkies, etc.
· Organize weekly T-shirt delivery to ensure campers receive the items they purchased during registration or at check-in.
· Accommodate and organize late check-ins and early check-outs as requested by camper parents.
· Learn and implement inventory systems and run the camp store with CIT assistance while helping campers to manage their money.
· Input and update merchandise sales, camper updates, account information, and any necessary follow-up into camper accounts in our administrative software.
· Communicate parent billing issues to Camp Manager.   
· Build a positive rapport with campers and parents.
· Providing proper first aid intervention regarding camper and/or staff illness, condition, or emergency care and makes appropriate referrals and provides for follow up care as warranted.
· Administer immediate first aid to injured parties, perform first aid assessments, implement first aid intervention as prescribed.
· Keeping records regarding administration of medication, prescribed treatments, and other health and medical needs. Following state and OEC standards in maintaining such records.

Qualifications
· Must be 21 years of age 
· Current CPR and First Aid certifications
· Valid driver’s license
· Excellent communication skills – verbal and written
· Ability to take initiative, be highly organized, effectively communicate, and manage groups
· Must be computer literate, creative, a team player and able to multitask
· Must have the ability to function effectively in the context of a team setting Physical Requirements
· Some lifting and carrying required of objects up to 50 lbs
· Regular standing and/or walking, along with the need to bend, reach and kneel



