
PART-TIME SUMMER CAMP COORDINATOR

St. Michael’s Episcopal School seeks a qualified part-time Summer Camp Coordinator in the Extended Programs
department for Summer 2022. This is a short term position reporting to the Director of Extended Programs. Hours
will be 8:00 a.m. to 1:30 p.m. on weekdays from June 16 - August 12, 2022, excluding July 4, 2022. Pay range is
$16-21 per hour depending on experience and education.

The primary responsibilities will be as follows:
● Assist the Director of Extended Programs in delivering a program that serves the School’s mission and

provides an environment for ages 4-14 that ensures campers are happy, healthy and actively engaged during
their camp time.

● Communicate effectively and professionally with staff, campers, and camper families.
● Manage supply orders and stock spreadsheets.
● Ensure accurate tracking and reporting of student attendance and other logistics.
● Setup and breakdown of camp spaces.
● Take photos, videos, and develop a stock media library of camps throughout the summer.
● Manage student health & safety protocols, including cleaning and sanitizing spaces according to St M

established COVID-19 mitigation guidelines.

The ideal candidate will have…
● a CPR/First Aid Certification or willingness to obtain;
● excellent verbal and written communication skills;
● good knowledge of Google Office programs, especially Google Sheets;
● knowledge of or willingness to train on ACTIVE camp software;
● the ability to pivot very quickly and manage a running list of priorities in a fast paced environment;
● a love of working with children and those who work with children;
● the ability to multitask and work independently without supervision;
● a minimum of 2 years of experience with children and administrative tasks;
● a clear understanding of best practices in age-appropriate behavior management;
● a cheery disposition.

St. Michael’s Episcopal School provides children with superior academic instruction in an environment that
acknowledges and develops the Christian values of kindness, respect, acceptance, integrity, responsibility,
resilience, and compassion. Located on a stunning 70-acre campus, our K-8 co-educational community is small
enough (395 students and 52 faculty-staff) for everyone to know one another, and large enough to provide rich
curricular and co-curricular opportunities. Our student-teacher ratio is 10:1, and average class size is 18 to 19
students. Students hail from 30 different zip codes. Founded in 1957, St. Michael’s is accredited by the Virginia
Association of Independent Schools (VAIS) and a member of the National Association of Independent Schools
(NAIS). St. Michael’s values diversity as an important element of serving its mission and thus considers
applicants for all positions without regard to race, color, religion, sex, sexual orientation, national origin, age,
marital or veteran status, disability, or any other legally protected status.

Candidates should forward a cover letter and resume to abuffey@stmschool.net. Please use SUMMER CAMP
COORDINATOR in the subject line.
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