Covenant Point Bible Camp
Job Description

Job Title: Office Manager

Classification: Non-exempt, Part time (15-25 hours/week)
Reports to: Executive Director

Benefits Eligibility: Level II

Covenant Point Bible Camp is a year-round, Christj
Lake in Iron River, Michigan. A ministry of the Cey
CPBC’s mission is to present campers with the ¢
step of faith. Covenant Point offers onsite and
retreats, rental group facilities, and outdoor e

camp and retreat center, located on Hagerman
onference of the Evangelical Covenant Church,
esus Christ, and encourage them in their next
summer youth and family camps, year-round
tunities to guests of all backgrounds.

Position Purpose:
The Office Manager supports Covenant
office operations of the camp, (ing
supplies/equipment organization,
assistance, and data entry).

and core values, by coordinating the
source assistance, administrative
Essential Job Functions:

1. Manage the daily operati .
+ As receptionist, crg ¢ @l ent for staff, constituents,

g/outgoing mail,
nper and staff

fundraising events coordinating.
+ Human Resources: facilitate seasonal staff applications processing, contracting, and
orientation.
+ When directed, serve as coordinator of staff schedules to manage concurrent programs.
+ Assist with camp scheduling, booking groups, and group follow-up/rebooking/feedback.
+ Assist with development and delivery of constituent and marketing communications.

3. Provide administrative support to other program, operations, and office staff, as able.

+ Generate reports, collect information, draft/send correspondence, make copies, purchase
supplies.
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+ Assist with database entry, donation receipting, HPM projects, and website management, as
needed.
+ Serve as point person for Covenant Point’s “lost and found” system.

Other Job Duties:

As a member of the year-round staff, the Office Manager will also contribute at times to: select
strategic discussions on the overall mission of the camp, housekeeping/grounds duties, staff
outings/devotions/special events, food preparation, and hospitality services.

Relationships:
The Office Manager coordinates with program staff to ensure the administrative support of the mission

and program goals of the camp, communicates witlilithe Operations Director to assist in the operation
and maintenance of office equipment, and cony jcates with the Head Cook to ensure dietary
restrictions of guests are understood. The Offig ger mobilizes intern staff around larger office
tasks, and communicates regularly with all full ensure a smooth work environment.

Quallﬂcatlons (Minimum Education and
Demonstrates a vital, mature, ang in Jesus Christ
+ Demonstrates emotional and re ' -awareness, and interpersonal skills.

Evangelical Covenant Churc
+ Possesses strong computeg

and email software. Abili
+ Strong work ethic, positj
+ Bachelor’s degree pre
+ Strong written com
* Must possess curre

I, word processing, spreadsheet,
aftware.

+ Ability to mag@ge B Wi ; : d kindness.

Knowledge, Skills
Experienge
. Ab|||ty OependBntly, cg

Physical Aspg e Job

*

e site

Physical mobility and endurance to perform tasks while standing/walking/going up and down
stairs (at least 60 minutes).
+ Ability to provide first aid and to assist campers and staff in an emergency.

Applicants should submit a resume and cover letter by November 30 to:
erik@cpbc.com OR Covenant Point Bible Camp
358 W. Hagerman Lake Road

Iron River, MI 49935
ATTENTION: Erik Strom (Executive Director)
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