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Achievement Centers for Children 
 

Job Description 
 
Job Title:  Day Camp Coordinator- Highland Hills 
Department:  Recreation Programs 
Report to:  Manager of Camp Programs  
Location:  4255 Northfield Road Highland Hills, OH 44128 
 
Position Overview 
The Day Camp Coordinator is directly responsible for the overall planning and supervision of the Day Camp 
Program, including activities, staff, evaluations, parent communication and feedback, and the camper well-
being and safety. The Day Camp Coordinator will supervise all Day Camp staff and meet daily with the staff to 
discuss camp programs and activities, client incidents and events, and how to meet the expectations of the 
position. The Day Camp Coordinator is responsible for providing the feedback, tools, and training to ensure 
the Day Camp Counselors are providing high quality primary care and support for the safety and enjoyment of 
campers and the camp activities. The Day Camp Coordinator reviews all day programs, staff concerns, client 
incidents, etc., with the Manager of Camp Programs weekly for final review and approval. After final approval 
have been given, the Day Camp Coordinator is responsible for communication and distribution of materials to 
the Day Camp Counselors. The Day Camp Coordinator is to engage appropriate practices that support social, 
emotional, cognitive, and communication development. 
 
Key Requirements 
 

1. Manages and supervises all day camp activities, including registration of day campers each session; 
reviewing and updating all camper information (Green Sheets); distribution of camper information 
to appropriate day camp counselor; develop primary care assignments; development and 
distribution of day camp counselor resource notebook. 

2. Supervises and mentors day camp counselors. 
3. Develops, reviews, and coordinates camper communications on camp events, registration forms, 

incidents, daily activities, etc. 
4. Communicates effectively with campers, families, counselors, staff, and volunteers. 
5. Assist with counselor orientation and training; identifies additional areas of training needed. 
6. Observes camper behavior and assess its appropriateness, enforces appropriate safety regulations 

and emergency procedures, and applies suitable behavior management techniques. 
7. Manages direct care of campers without reluctance.  
8. Assists campers as assigned or necessary with physical and personal care needs (feeding, diapering, 

toileting, hand washing, dressing, etc.). 
9. Establishes good relationships with participants by initiating conversations and play activities. 
10. Transitions out of typical duties as needed for staff needs, camp or camper emergencies, and 

security issues. 
11. Provides on-site assistance for all summer camp programs. 
12. Leads by example and participates in all camp activities; encouraging and supporting camper and 

counselor participation. 
13. Conducts staff information exchange sessions at the beginning and end of each day and session. 
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14. Addresses concerns of all campers and encourages feedback to ensure an excellent camp 
experience. 

 
General 
 

1. Promotes a positive image by representing the Recreation Division of Achievement Centers for 
Children in a courteous, professional manner 

2. Adheres to all Policies and Procedures in the Achievement Centers for Children staff handbook 
3. Promotes a team approach with in each camp program and throughout the agency 
4. Works in family-centered partnerships with the individuals and families served by the Achievement 

Centers for Children 
5. Practices safe work habits and contributes to ensuring a safe and healthful work environment. 
6. Fosters and maintains good public relations with all community sources. 
7. Conducts self with professional dignity; understands the importance of good human relations; able 

to motivate others; and possesses initiative and good judgment. 
8. Attends all required training, staff information exchange sessions, and staff meetings; reports and 

discusses all incidents with camp coordinators, other counselors, and camp management. 
9. Knowledgeable of camper’s physical, social and personal care needs. 
10. Uses age-appropriate language and interpersonal skills with campers and staff. 
11. Abides by Camp Policy Compliance includes showing respect for personal property, camp 

equipment, and facilities; keeps personal and camp areas clean and safe at all times. 
12. Reports any acts of maltreatment, neglect, and/or other violations of camp policies immediately to 

the camp coordinator and/or camp manager. 
13. Maintains a positive and professional working relationship with campers and families, camp staff, 

and camp volunteers. 
14. Perform other duties as assigned. 

 
Education, Training, and/or Experience 
 

1. High School Diploma or G.E.D. 
2. Bachelor’s Degree in Related Field 
3. Minimum of Three Years Post Graduate Experience working with children. 
4. Minimum of Two Years Experience in supervision. 
5. Valid Ohio Driver’s License 

 
Personal Skills and Abilities 
 

1. Have experience in planning age-appropriate, theme oriented programs and activities. 
2. Show maturity and responsibility in all actions.                
3. Display a sincere interest in working with our campers and staff. 
4. Have good organizational, planning and decision-making skills. 
5. Must act in a professional manner and respect the confidentiality of office information. 
6. Have good leadership, motivational and evaluation skills. 
7. Must be willing to work a flexible routine. 
8. Must be enthusiastic and creative. 
9. Have the ability to praise and/or confront co-workers when necessary. 
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10. Have the ability to treat all staff fairly and without judgment. 
11. Must show respect to all administrative staff. 

 
 
Physical Demands 
 

1. Assists in lifting children and adults. 
2. Loads and unloads heavy supplies. 
3. Actively participates in camp programs and activities. 
4. Performs custodial and maintenance duties. 
5. Helps feed and toilet special needs campers. 

  
Working Conditions 
 

1. On-call 24-hours per day (June through August). 
2. Requires outdoor work in all weather conditions. 
3. Some off-site travel may be required. 
4. May be required to stay residentially. 

 
This job description is not intended to be a complete list of all responsibilities, duties, or skills required for the 
job and is subject to review and change in accordance with the needs of the Achievement Centers for Children. 
 


