Williamsburg Christian Retreat Center
JOB DESCRIPTION: Program Director

Revised 7/8/2015

SUMMARY: The Program Director leads the Program Team whose job is to conduct events that help participants begin a relationship with Jesus and grow in their walk of faith. This involves managing current events and developing new ones.

SUPERVISOR: Executive Director

GENERAL QUALIFICATIONS:
· Has committed faith and belief in Jesus Christ as personal savior
· Desires to serve the Lord and make him known to others
· Agrees with and is committed to WCRC’s mission, core values and faith statement; 

· Is flexible and able to work well with others
· Has a strong sense of calling to Christian camping ministry

SPECIFIC QUALIFICATIONS:
· Can lead others with joy and enthusiasm 
· Has management skills including planning and delegating
· Has excellent people skills and is able to speak in public to large groups
· Has excellent written and verbal communication skills

· Has good organizational skills especially concerning personnel, finances, and physical resources
· Has experience in ropes course leadership
· Has computer skills including word processing, data entry, basic desktop publishing, spreadsheets, and slideshows or video
· Has good decision making and problem solving skills
· Is able to operate effectively under pressure
· Can work outdoors for long periods in all kinds of weather
· Has served as a camp counselor and in camp leadership

· Can learn new skills quickly

· Is or can become lifeguard certified

· Is or can become first aid and CPR certified 

RESPONSIBILITIES:
· Program Management 
· Maintain and enhance current WCRC ministry programming

· Promote WCRC programs to churches and individuals
· Recruit, hire, train and supervise program staff

· Establish and communicate program schedules 
· Motivate, discipline, and guide program personnel 

· Set goals and conduct performance reviews
· Create and review job descriptions and pay rates
· Write and update training manuals 

· Lead program staff meetings 

· Coordinate program needs with other departments

· Regularly communicate program information to appropriate staff and Executive Director through meetings and written reports 

· Maintain program personnel records 
· Maintain participant and group records

· Assist Executive Director with special projects
· Program Development 

· Seek the Lord’s guidance in establishing new programs
· Coordinate promotional efforts for new programs

· Seek to glorify God in the use of WCRC’s resources

· Establish program budgets and price structures 
· Establish registration and administration procedures
Current WCRC Ministry Programs

· Kaleidoscope Camp
· Family Camp
· Quilting Retreat – Spring and Fall
· Winter Youth Retreat

Program Services
· Ropes Course 

· Team Building Games
· Hay Rides
· Archery

· Popcorn Bonfire

· Swimming Pool 
