Northern Star / BSA
Tomahawk Scout Reservation

CAMP OFFICE INTERN
General: Assist the business staff in the operation of the business office.  Do common administrative work that includes but is not limited to: answering phones, answering email, sorting mail, using the camp radio, visitor information, staff support and more.

Responsible to: Business Manager

Specifics:
1. Answer the camp phone.  Keep a log of all calls made and record all incoming messages.  Send messages to leaders and staff members by radio and/or inter-camp mail service.  Greet all persons in a pleasant, cheerful tone.

2. Coordinate the camp mail service.  Prepare mail to be sent, as well as sort all incoming mail.

3. Use the camp radio to communicate messages and information throughout the reservation.  Instructions for radio and pager use is located in the staff manual.

4. Provide information to visitors and guests.  Answer questions as best as possible, or tell people where they can go to find information.

5. Communicate with incoming groups to ensure they are prepared for arrival.

6. Assist the business staff with the Saturday check-in and check-out.

7. Provide office services to the staff – photocopying, typing, fax service, check cashing, change for pop and washing machines, postage stamp sales, etc.

8. Provide the camp trading posts with a daily weather report at 9:00 a.m.  Monitor weather conditions during adverse weather and notify the Reservation Director and Camp Directors of threatening or severe weather.

9. Provide service to the Business Manager and business staff with business tasks.

10. All other duties as assigned by the Business Manager.

