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Job Description

Job Title:

Camp Assistant

Location:
Blackland Farm and Foxlease

Reports to:

Administrative Assistant (Blackland Farm)




Assistant Manager (Facilities) (Foxlease)
Responsible for:
None

Start Date:

May 2010

End Date:

September 2010

Main Functions

To ensure that all the groups staying at Blackland Farm or Foxlease have the best facilities and equipment available for their use.

Principal Responsibilities

· To check all equipped sites and buildings before groups leave the site, or as soon as possible afterwards, ensure that agreed standards are maintained. 


· To ensure that inventories of equipment are complete on arrival and departure of groups and that breakages are recorded at the office so that groups can be charged.

· To prepare statistics sheets and pre-invoice information.

· To ensure that all equipment is serviceable throughout the season.  Where necessary, to arrange for equipment to be repaired or replaced.


· To assist in the camp shop during busy periods, including serving of customers and restocking of goods.

· To greet all camp holidays and other visitors and show them around the site/house.

· To ensure that all camp holiday groups are settled on their site within 24 hours of arrival. 

· To deal with all camp customer queries, acting as a first point of contact and working with them to reach a solution.

· To undertake any other tasks that may be compatible with this role.

· To promote equality and ensure that all duties are carried out in accordance with the Equal Opportunities Policy.
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Summer Camp Assistants - Person Specification

	Criteria
	Assessment
	Essential/ Desirable

	·   Experience of:
	
	

	Recent experience of static camping similar to a Guide or Scout camp
	Interview
	Essential

	A good knowledge of camping skills and equipment.


	Application form
	Essential 

	·   Skills:
	
	

	Effective customer service skills – in particular the ability to deal sympathetically and effectively with customer problems and difficult situations
	Interview
	Desirable

	· Knowledge/qualification
	
	

	A current Pool Lifesaving qualification (Blackland Farm /Foxlease only) and a First Aid Certificate
	Interview
	Desirable 

	A Girlguiding UK residential licence
	Application 

Form
	Desirable

	A full driving licence (Blackland Farm)


	Interview
	Desirable

	·   Values:
	
	

	Current member of the Guide or Scout Association over 18 years of age 
	Interview
	Desirable

	An understanding of working in an equal opportunities environment and it's impact on the service provided by the Training and Activity Centre.
	Interview
	Essential


This post ranges between 35- 40 hours per week and the job-holder may need to work significant evenings and weekends to support the work

This role is physically demanding in terms of long hours and may involve lifting heavy equipment. 

