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             Personnel – Job Descriptions

Job Title:  Outdoor Adventure Program Intern
Status:  Seasonal/Temporary Intern
Summary:  Responsible for assisting Camptown staff in high impact youth development programming including promoting and implementing outdoor adventures and nature education.
Opportunities for Professional Growth: This role allows a high energy intern to spend time outdoors and could be renewed for multiple semesters in what could become a full-time hourly or salaried role after graduation. As part of a collaborative team, interns will receive ongoing feedback and coaching to grow professionally and personally. Regular check-ins with program staff and executive director will provide tailored support for the intern, making it a positive experience for all.  

Schedule Expectations: In the summer, this role is primarily week days with some opportunities for overnight. In the fall and spring, weekends are needed and after-school (2:30-6pm) availability is helpful. We are open to discussing scheduling needs for the right candidate.
Essential Duties and Responsibilities: include the following but are not limited to the job specification contained herein. This role requires in-person work. Additional duties or job functions that can be performed safely may be required as deemed necessary by the Executive Director or supervising Program Director.

Administrative

· Attend staff meetings.

· Assist in mailings and other administrative duties. 

· Assist in Golf Outing and necessary preparation. 

· Make follow up evaluation calls of programs

· Maintain evaluation and statistics on all programming

Programing

· Assists in Camptown adventure programs including hiking, canoeing, camping, climbing and more!
· Leads and assists in pre-trip training classes with support from Camptown staff
· Coordinate groups and equipment for Camptown trips

· Check-in and clean equipment used on trips getting ready for next trip

· Keep office, CRUX climbing facility, warehouse, bathrooms, and kitchen areas clean and organized, including but not limited to vacuuming, dusting, emptying trash and recycling, disinfecting toilets/sinks, cleaning climbing mats, cleaning behind the climbing wall, clean windows and warehouse
· Keep Camptown vehicles clean before and after programs.

· Assist in vehicle maintenance notifying Facility Manager when any maintenance needs are noticed. 
Supervisory Responsibilities:  This position does not have any supervisory responsibilities. 

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience:  High school diploma or general education degree (GED) is required.    Wilderness First Aid and CPR is preferred.  Experience in outdoor related activities is highly desirable.  

Computer Skills:  Ability to use computer applications such as e-mail, Windows, MSWord, Excel, Power Point and Publisher. 

Language Skills:  Ability to read and comprehend simple instructions, correspondence and memos.  Ability to write programming plans and simple correspondence.  Ability to effectively present information one-on-one and in small group situations to client partners, prospective partners, Camptown Board of Directors and other employees as necessary.

Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions and decimals. Ability to calculate figures and amounts such as discounts, interest and commissions.  

Reasoning Ability:  Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardizes situations.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is frequently required to sit, talk or hear.  The employee must be able to walk distances of 10 miles in a day carrying a backpack weighing 1/3 of their body weight.  Walking and climbing difficult terrain are required. Specific vision abilities require by this job include close vision, distance vision, color vision, peripheral vision, dept perception and ability to adjust focus.  

 Other requirements:  A valid Indiana driver’s license with a good driving history is required.  Complete successful criminal background and drug testing. 
Employee Signature: _________________________________
Date: ________________   
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