
JOB DESCRIPTION
Position Title:
Day Camp Program Leader
Reports to:

Day Camp Supervisor, Directors
Supervises:
Children 

Job Summary:
The Day Camp Program Leader is responsible for implementation of the Mountain Top Children’s Museum, Inc. mission, goals, and objectives. The Day Camp Program Leader reports directly to the Day Camp Leader & Directors.
FUNCTIONAL RESPONSIBILITIES:
Administrative:
· Maintain a safe and healthy environment 
· Maintain state regulated teacher to child ratios
· Administer organization according to the Colorado Department of Human Services Rules and Regulations, and local Health and Fire Department regulations
· Assist in recording daily child attendance 
Curriculum/Classrooms:

· Manage and direct programs according to the Mountain Top Children’s Museum mission statement and goals

· Responsible for implementation of planned activities and curriculum for Day Camp program

· Responsible for keeping Day Camp facility clean and in good appearance throughout the day
· Serves as museum educator and attendant for both programs, events and exhibits (when needed)

· Responsible for cleaning day camp facility at end of each day (to include vacuuming and cleaning the bathroom)
· Responsible for taking out the garbage and recycling at the end of each day
Parent Relations:

· Maintain positive communication with parents, written, and in person

· Answer phones, provide information on programs, create welcoming environment to visitors and parents
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