
Assistant Programs Coordinator 

Department of Lifestyle Services 

 

Anticipated Hiring Range $12-$15, to commensurate with job experience 

Position Seasonal Hourly  

Dates : May 10-August 15 

Hours/Week 40  

Normal Work days M-F, sporadic evening /weekend 

Normal available work hours 7:00AM to 6:30PM 

 

 

Woodlake Lifestyle Services is based out the Woodlake Community Association. This position 
is responsible for providing leadership, ensuring safety, and providing direct supervision of 
children and camp counselors in all planned activities. This position will offer marketing 
promotional support for 6 – 10 seasonally scheduled community events. 

Essential Duties and Responsibilities: 

1. Provide marketing/promotional support for calendar events. 
2. Use provided technological integrations to “spread the word” about upcoming events. 
3. Come up with promotional ideas to increase event attendance. 
4. Follow prepared guidelines weekly in order to ensure proper function of camp activities. 
5. Reports to work promptly at 6:30 a.m. to ensure full and proper set-up of camp locations. 
6. Have locations set-up by no later than 7:30 a.m. 
7. Provide training/leadership to subordinate camp counselors. 
8. Use discretion to provide proper training to each counselor. 
9. Fill-in for counselors as needed, due to absence or illness. 
10. Go on errands for supplies via the Director of Lifestyle Services 
11. Provide a safe and healthy environment, physically and mentally, to ensure the operation 

of a quality camp program. 
12. Ensure campers and counselors are aware of rules and daily schedules. 
13. Assist in the planning and implementing of the daily activities that fit the children’s needs 

and interests. 
14. Takes responsibility for the quality of the supplies, equipment, and materials. 
15. Reports all accidents to the supervisor, and completely fills out proper incident forms. 
16. Direct or assist in the daily maintenance of the childcare area, ensuring safety and 

cleanliness. 
17. Assume equal share of housekeeping chores, such as; cleaning, preparing for daily 

activities and cleaning up after projects. 



18. Establish a relationship with each child and counselor and treat each of them with 
respect, understanding, and dignity. 

19. Work towards positive parent/staff relations. 
20. Remains up-to-date on emergency procedures and family center policies. 
21. All other duties as assigned by supervisor. 

Knowledge, Skills, and Abilities: 

1. Must possess current CPR and First Aide training certificate. 
2. Must have excellent leadership skills. 
3. Must have excellent communication and interpersonal skills. 
4. Desire and ability to work with children of all ages. 
5. Demonstrated responsibility and dependability. 
6. Follows through with actions regarding communications with parents. 
7. Must exhibit patience and understanding. 
8. Receives and follows detailed instructions. 
9. Must be alert at all times to keep safety in mind. 
10. Must possess acceptable hearing and visual capabilities in order to monitor environment 

and a child’s well-being. 
11. Must be capable of working under pressure in a somewhat disruptive environment. 
12. Must have intermediate knowledge of Microsoft Office Suite. 
13. Qualifications/Basic Job Requirements: 
14. Must have at least 1 year of childcare experience. 
15. Must be at least 18 years of age. 
16. Must be able to pass a background check. 
17. Must be able to lift up to 40 lbs. 
18. Must be able to sit/ stand for extended periods of time 

 Please include your resume and cover letter as it pertains to this position. 

 

 


