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Position Title: Camp Committee Administrator
Role
The basic Roles and Responsibilities for each member of the Camp Committee are detailed in the “AHSR Camp Committee - Members – 2018” document.
This document provides the details for the role of Camp Committee Administrator.  In addition, BP&P Section 4000 provides details on “Appointments and Positions” for the roles of Secretary (4007.3).

Responsibilities

Planning:

· The Administrator is responsible for taking/editing/posting of meeting Minutes, completion of correspondence and keeper of historical data as related to Apple Hill Scout Reserve and its Camp Committee
· Work with the Area Registrar to ensure the Committee members are properly registered with Scouts Canada, plus obtaining information on membership status, screening updates, training and recognition milestones
· Contributing to the development and execution of a Camp Business Plan which addresses short-term and long-term planning with regard to program, facility capital and operational needs
· Maintaining historical records of major facility and program developments by year
· Assisting Committee Chair and Camp Warden in building a Camp Committee Team to support the ongoing needs of the daily operations; facility maintenance; strategic planning and long-term sustainability of the property
· Assisting Committee Chair in recruitment, orientation, supervision and recognition of Committee members and Rangers
Fiscal:
· Working as member of the Committee to project annual Program/Operation and capital budget(s) as required 

· Additional duties and special activity commitments may be required from time to time

Support Provided
· Orientation to position and organization through Scouts Canada courses and direct support by Committee Chair, Camp Warden and Council Properties Chair is provided
Requirements

Qualifications: 

· Willing to subscribe to the mission and principles of Scouts Canada and be a fully registered member of Scouts Canada 

· Have or complete Wood Badge I training (Support Scouter) during first year

· Demonstrated ability to work well with a variety of stakeholders 

· Demonstrated experience as a facilitator and/or manager of volunteers as asset

· Project management and organizational skills

· Interpersonal and communication skills, and the ability to work independently within a team environment 

· Strong written and verbal communication skills

· Access to a computer and proficient in Microsoft (and or Google) applications and email 

· Hold or be willing to obtain all the necessary certifications relative to the management of the property as applicable
Time Commitment:


· Hours are dependent on the camp committee’s initiatives and projects in order to ensure implementation of camp programming and facility maintenance is completed in a timely manner
· Average hours should be 5-10 hours per month
Term:


· Appointed annually by the Camp Committee Chair in consultation with Camp Warden and Odawa Area Commissioner
Accountable To: 


· Camp Committee Chair and Odawa Area Commissioner
Report To:


· Camp Committee Chair 

Benefits
· Chance to gain valuable experience working with partnerships 

· Opportunity to help others and contribute to the community and to the non-profit sector

· Opportunity to enhance the appreciation of nature and the outdoors for the youth
Risks
· The degree of risk is considered to be low but is to be accessed periodically for this volunteer position.  The inherent risks lie in the degree of isolation, access to property, degree of physical demands and the degree of inherent risk.  Every attempt has been made to minimize the risk process but periodic risk assessment is required
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