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Office Assistant
                                          Qualifications:
       Preferably 19 years of age or older.

                   Possess general office & computer skills (Can  

                     use fax, printer/copy machine, familiar with  

                     Microsoft Office programs, internet, etc.)
                     Have a friendly & professional phone voice & 

                     able to take accurate messages. 
                     Able to handle stressful situations in a   

                      professional manor. 
                      Enjoy being of service to others and working with 
                       children.
                                         Responsible to:
          Administrative Assistant /Camp  

                                                                                  Director/Assistant Camp Director
                                         Objective:
                      To assist in maintaining an organized and efficient camp
                                                                                   office.

                                         Responsible for:
           Assisting with various office tasks as assigned by 
                                                                                   Administrative Assistant and Camp Leadership.

                      Assisting Administrative Assistant on opening day
                                                                                  registration & closing day for campers and staff.
                      Answering phones and taking messages.
                       Working various hours, including evenings and weekend hours

                                                                                   Help maintain organization of camper and staff files.

                       Compiling various weekly camp reports.
                        Distribute Staff and Camper Mail

All staff may be called upon at any time to assist in the total operation of the camp and are expected to be involved fully in the total camp program.  Exceptions/absences are excused only through the Camp Director or Assistant Camp Director
-
                                                THE SALVATION ARMY MISSION STATEMENT:

The Salvation Army, an international movement, is an evangelical part of the universal Christian Church. Its message is based on the Bible. Its ministry is motivated by the love of God. Its mission is to preach the gospel of Jesus Christ and to meet human needs on His name without discrimination.

ACKNOWLEDGEMENTS OF RELIGIOUS PURPOSES OF THE SALVATION ARMY:

The employee acknowledges that he/she has been informed and understands The Salvation Army’s religious purpose and status as a church. The employee agrees that he/she shall do nothing in his/her relationship with The Salvation Army as an employee to undermine its religious mission. The employee agrees and understands that his/her work-related conduct must not conflict with, interfere with, or undermine such religious programs or The Salvation Army. 
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