OFFICE  MANAGER & HERTKO STORE MANAGER

Qualifications:  
· Good organization & clerical skills with computer & copy machine
· Trustworthy, accurate with records 
· Communicates well with others

Responsibilities: 

1. Set up CHH office in Chase Lodge with copy machine, supplies, computers, office supplies, etc.

2.  Set up and operate Hertko Store during Registration, camp sessions, and on last day

3.  Prepare camper & staff bank account record forms for selling Hertko logo items and coordinate with Y-Staff on daily basis for accuracy. 

4.  Prepare stationary for campers to write Thank-you notes to sponsors and distribute to counselors.   

    Collect letters.by Thursday noon and notify counselors of missing letters.

5.  Serve as receptionist for visitors and deliveries during camp week.

6.  Prepare take home packets for campers. (9x12 manila envelopes with campers addresses by cabin)

7.  Prepare Camper and Staff certificates for 5 & 10 years and staff certificates for current year service.

8. Copy forms or create forms as requested for education, health lodge, etc.

9.  Prepare daily list of needed items to give to gopher.

10.  Keep Camp Director informed of current happenings in office.

11.  Coordinate with gopher and rover positions.

Responsible to Camp Director

GOPHER

Qualifications: 
· Conscientious 

· Organized,  accurate, & trustworthy, 
· Able to use own vehicle for errands

Responsibilities: 

1.  Set up “Shoot ‘em Up Shack” in Chase Lodge one half prior to each meal and bedtime Set up 

tables with sharps boxes & alcohol pads (8 in main area, 2 on stage). 

2.  Set out supply table with adequate supplies of syringes, pen needles, and insulin in cabin baggies 

from refrigerator.

3.  Arrange for “door monitor” to let campers enter deck door as table space allows. 

4.  Pick up sample meal tray from kitchen 10 minutes prior to scheduled start time & return..

5.  Straighten up area after all campers have received insulin and return sample tray to food service.

6.  Obtain “need list” from Health Lodge, Dietitian, Camp Director, Pharmacist, Program Director, and 

Office Manager. Make trip to Boone or Ames to purchase items once a day.

7.  Assist Office Manager with Hertko Store in Chase Trading Post at designated times.

8.  Assist Office Manager with other duties as assigned.
9.  Assist Camp Rover in set up and take down for Registration plus other needs.
ROVER

Qualifications 
· Physically able to lift heavy items for transport 

· Conscientious
· Work cooperatively with other staff,
· Communicates well with others.
Responsibilities: 

1.  Coordinate dispersing items from Hertko Hollow storage shed to Health Lodge, Kitchen, Chase 

Lodge, etc.

2. Use golf cart to transport supplies, snacks, injured campers, trash, etc.

3. Patrol activity areas & address any concerns and maintenance needs.

4. Keep water thermos filled at key areas around camp (horses, climbing tower, gazebo by Chase
 Lodge, Health Lodge porch)    

5. Park golf cart at Health Lodge at bedtime and leave key in Health Lodge med room for emergency 

use during night. 

6. Help with set up for night programs, transporting extra snacks as needed.

7. Set up Registration and Vendor areas on check-in day. Also take down items afterwards.

8. Oversee packing items in storage shed after last session.
9.  Assist Gropher in set up of Shoot ‘Em Up Shack plus other needs.
10.  Other duties as assigned.

Responsible to Office Manager/ Hertko Store Manager

MARKETING ASSISTANT for CHH, Inc.

Responsibilities at camp:

1.  Purchase CHH logo items prior to camp sessions, set selling prices, and prepare price list. Obtain approval from Executive Director and Camp Director.

2.  Keep ongoing inventory of logo merchandise. Reorder as needed. 

3.  Work cooperatively with Hertko Store Manager in selecting logo merchandise to be purchased.

4.  Responsible for providing cash box, credit card forms for Registration Day & last day.

5.  Prepare deposit slips from merchandise sold on Sunday & Saturday sales.

6.  Collect Wacky Olympics Fundraiser funds during Registration, add up totals, prepare deposit slips, and post information on spreadsheet to give to Camp Director.  

Responsible to CHH  Executive Director

