
Oak Forest Park District – Job Description 

Camp Coordinator 
 

Summary 
The Camp Coordinator is responsible for the coordinating and organizing of the Day Camp & 

Round Up programs.  The Camp Coordinator is responsible for the supervision of the Asisstant 

Camp Coordinator/s and both camps Counselors. 

 

The Camp Coordinator is responsible for performing the essential functions as outlined in the 

analyses.  This is a seasonal position working 30-38 hours per week.  Training sessions are 

mandatory. 

 

Qualifications 
Knowledge in programming age appropriate activities. 

First Aid and CPR certification are required. 

Must also possess a valid Illinois Class “D” driver’s license. 

 

Immediate Supervisor: 
The Camp Coordinator reports to the Recreation Supervisor and Superintendent of Recreation. 

 

Essential Functions: 
1. Directly responsible for the supervision of the Camp Counselors. 

2. Encourage and maintain motivation amongst counselors. 

3. To assist the Camp Counselors in the performance of their functions. 

4. Be patient, courteous and friendly with counselor, campers, parent/guardians and patrons of 

the park. 

5. Directly responsible for organizing the counselors and children in appropriate age groups. 

6. Responsible for tracking attendance and calling parents in the case of unexcused absences. 

7. Handle behavior problems calmly and diplomatically according to the rules and collect 

discipline reports.  Assist Assistant Camp Coordinator if needed. 

8. Be directly responsible for notifying parents of any such behavior or discipline problems. 

9. Confirm and oversee all fieldtrips, see that monies are collected and organize ratio of 

campers to chaperones.   

10. Assist Counselors with the preparation of the weekly schedules, mini-fieldtrips and seek any 

confirmations needed. 

11. Inform counselors of any imperative information that may arise. 

12. Participate on swim days and adhere to the facilities rules. 

13. Provide needed supplies to Counselors when requested. 

14. See that Special Events are created and implemented and gather supplies if needed. 

15. Keep inventory on all supplies and report inventory to Recreation Supervisor. 

16. Stay within budget for supplies and trips. 

17. See that each counselor knows children’s limitations, needs and emergency information of all 

those assigned to them. 

18. Run weekly meetings with counselors and be open to suggestions from counselors. 

19. Prevent accidents through the enforcement of all Park District policies, rules, regulations and 

ordinances, governing the conduct of all persons participating in such activities. 

 

 

 

 



 

20. When working, constantly be on the alert for possible accidents occurring in the outside area 

as well as all rooms inside the building, including the locker rooms and washrooms. 

21. Perform additional functions as assigned by the Recreation Supervisor, Superintendent of 

Recreation or the Director of Parks and Recreation. 

22. Adhere to the Oak Forest Park District Chain of Command. 

 

Marginal Functions: 
1. Light maintenance of common areas. 

2. Physical setup and take down of activities. 

3. Cleaning up the park areas were debris was left by campers. 

4. Put away all equipment at the end of each day. 

5. Able to lift up to 40 pounds . 

 

Psychological Considerations: 
1.  Must be able to resolve conflicts that may arise between Counselors. 

2. Must be able to resolve conflicts between campers, implement behavior management and 

discuss situations with parents. 

3. May work under stressful situation if CPR or First Aid is required, if a camper becomes lost 

or in communicated with parents. 

4. Must be able to be flexible in problems arising in scheduling and in working with co-

workers. 

5. Adapting to and handling situations that arise, that may or may not be under your control. 

 

Physiological Considerations: 
1. Must be able to participant in all activities. 

2. May work in high temperatures and humidity. 

 

Environmental Considerations: 
Will be exposed to various weather conditions, including high temperatures and high humidity. 

 

Cognitive Considerations: 
1. The ability to resolve differences fairly and with good judgement is necessary. 

2. Must possess good safety awareness and judgment 

 


