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Position:  Logistics Specialist, WinShape Camps for Girls  
Scope of Position: 
Ensure excellence and continual improvement of operational systems, while providing logistical support for WinShape Camps for Girls. 

Reports to: Operations Coordinator, WinShape Camps for Girls


Responsibilities:
1. Evaluate and implement new operational systems to ensure the efficiency and effectiveness of camp.

2. Serve as the primary operational contact for internal WinShape partners, creating schedules and facilitating operational and logistical needs for year-round events. 

3. Serve as the onsite Logistics Specialist at Mount Berry during the summer.
4. Manage inventory of camp supplies and communicate with warehouse as needed.
5. Facilitate pre-camp and post-camp set up and tear down.
6. Prepare orientation materials, facilitate operational training sessions during Summer Staff training and supervise summer office staff. 
7. Provide recommendations to the Operations Coordinator regarding operational-related budget expenses and track expenditures to ensure fiscal responsibility.
8. Work in conjunction with the Operations Coordinator to collect and formulate data in preparation for contract negotiations and other key meetings with outside vendors and external partners.
9. Work in conjunction with the Manager of Marketing and the Operations Coordinator to develop and implement marketing initiatives targeting Mount Berry campers.

10. Assume responsibility for all other duties as assigned by the Operations Coordinator.  
Preferred Qualifications:
· Bachelor’s degree in business related field or applicable experience. 
· 1-2 Years work experience in a full-time position
· Demonstrated skill in the following:

· Written and verbal communication 

· Strong organizational and multi-tasking skills
· Project Management

· Leading and supervising others

· Intermediate level skills in: Microsoft Office Word, Outlook and Excel

· Relocate to Mount Berry, GA from mid-May to July 31st each year, 10-20% travel out of Atlanta during remaining 9 months of the year.

· Maintain regular office hours in the WinShape Camps office, Atlanta during the non-summer camp season.
· An evangelical believer actively involved in a church and living out his/her faith on a daily basis; agrees with the Camp’s Statement of Faith and supports the vision, values and philosophy of the Camp
Summer Job Title: Logistics Specialist
Supervisor: Operations Coordinator
Summary Description: To ensure excellence and continual improvement of operational systems, while providing summer logistical support for WinShape Camps for Girls at Mount Berry.  Provide support to the camp store, food service, facilities, vehicles, and the summer camp office. 

List of Responsibilities:

· Manage Camp Office

· Ensure professional and efficient office environment
· Organize  daily mail runs and weekly shopping trips to obtain supplies
· Coordinate camp office coverage
· Facilitate check-in and check-out for staff time off
· Maintain petty cash box
· Supervise Office Team Lead and Office Assistants 
· Provide job training
· Conduct performance reviews
· Food Service
· Communicate regularly with food service regarding location, times, quantity and any special dietary needs for the week.  Communication should include:

· Regular meals

· Off Campus Activities
· Nite Life

· Tribe Activities
· Skills

· Spectacular Starting Sunday 

· CFA Friday Family Fun Day  

· Place order with Rome CFA for CFA FFFD

· Place orders for Snack Shack
· Camp Store

· Supervise the set up and execution of the camp store during Spectacular Starting Sunday and CFA Friday Family Fun Day.  

· Submit financial reports and cash/money orders to WinShape Accounting Department on a weekly basis

· Maintain the camp store cash box

· Ensure the camp store is restocked prior to each Spectacular Starting Sunday and CFA Friday Family Fun Day

· Reorder camp store supplies in conjunction with the Camp Store Work Team
· Setup
·  Coordinate setup and breakdown for all-camp events to include:

· Spectacular Starting Sunday check-in

· CFA Friday Family Fun Day picnic

· Pre-registration stations

· Ensure proper seating setup in Chow Hall

· Vehicles
· Maintain camp vehicles with regard to fuel, car washes and arranging repairs

· Coordinate vehicle inventory and reservations for staff use

· Keys

· Maintain camp key inventory
· Manage check-in and out of camp keys to summer staff
· Operational Contact with WinShape Retreat
· Facilitate work order submission to WinShape Retreat
· Confirm progress and completion of requests

· Communicate special needs with regard to Housekeeping 

· Maintain Flags and Signs

· Setup and takedown flags and signs as required by camp schedule

· Order replacement flags and signs as needed

· Cleaning Supplies and Paper Products

· Maintain inventory and reorder as needed
· Ensure Sweets are properly stocked
· Process Evaluation

· Continually evaluate processes for efficiency

· Discuss changes with Operations Coordinator
· Document changes and update summer manuals for Operations personnel 
FLSA Status: Regular full-time; non-exempt 

Employee signature:    ________________________ Date:  _____________


