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Founded in 1936, Camp Tamakwa is a coed children's overnight
summer camp located in beautiful Algonquin Provincial Park. We offer

a diverse in—camp program with over 20 activities as well as a robust
canoe tripping program.

On-Site Room Contracts from
& Board Mid-June to
Provided Mid-August

Qualifications & Requirements

« Age 18 +
« Criminal Background Check

Someone who thrives on logistics, enjoys the outdoors, and is a

flexible, hands-on team player.
Disposition: Warm, welcoming, and organized with excellent

interpersonal skills
« Professionalism: Ability to remain organized while keeping office
informationconfidential and out of sight of the general camp population

The Office Assistant works in our nonstop camp office, which serves as the
engine of the entire camp operation. Being in the office, you will often be the
first person parents and visitors meet, so your attitude must reflect our
wholesome and high-energy lifestyle. The office sees a constant flow of
campers and staff all day, every day, for a whole variety of concerns. The office

assistant is in interest of the big picture of camp operations and the ability to
be part of any solution.
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SUMMER OFFICE ASSISTANT

Breakdown of Role and Responsibilities

Working in the “brain centre” of the camp, and working under the Camp Office Manager, the Summer
Office Assistant ensures the smooth administrative flow of our 24-hour camp community.

Key Responsibilities Include:

Daily Operations and Administration

*  Reception: Greet and assist staff and campers with inquiries at the office.

*  Communication: Answer phones, take messages, and facilitate calls for Section Heads or
birthdays.
* Timekeeping: Keep the camp "on time" by ringing the bells to signal every activity period and

meal according to the daily schedule.

* Documentation: Perform word processing for camp programs, scripts, and newsletters, and
manage database lists for specific needs like allergies or dietary restrictions.

* Transportation Coordination: Assist in coordinating the movement of people and supplies in and
out of our boat-access-only campsite.

Camper and Staff Support

*  Mail Hub: Sort and distribute incoming snail mail daily and organize all outgoing letters and
bundles.
*  TLC&Supplies: Act as a resource for unhappy or injured campers by providing basic care (Band-

Aids, ice) and dispensing office supplies to staff.

*  Electronics Management: Handle the charging, signing in/out, and safekeeping of staff
electronics.

*  On-Call Dispatch: summon on-call boat drivers, maintenance, or medical staff as needed.
Facility Maintenance
* Cleanliness: Maintain a tidy workspace by sweeping and dusting.

* Inventory: Keep shelves fully stocked with forms and essential supplies like toilet paper, cleaning
materials, staplers, paperclips, pens, tape, etc.
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About Tamakwa

Camp Tamakwa is a children’s overnight summer camp in Algonquin Park located 2.5
hours north of Toronto. Founded in 1936, Tamakwa is home to over 250 boys and girls
aged 7-16. The camp's deliberately small size ensures intimate camper-to-staff ratios,
fostering a supportive environment across all aspects of daily camp life. Tamakwa prides
itself on upholding traditional values, cultivating a strong sense of camp spirit, prioritizing
safety, and facilitating skill development. What sets Tamakwa apart is its rich tapestry of
traditions, the warm embrace of a family-like atmosphere, and the uniqueness of its boat-
only access campsite. The camp offers a diverse array of activities, including numerous
watersports, landsports, creative arts, and outdoor skills, complemented by a premier canoe
tripping program.

Why Work at Camp?

Working at Camp Tamakwa is a uniquely rewarding experience. It combines the joy of
working with children, the beauty of the Algonquin outdoors, and the chance to
connect with people from around the world. Our staff are responsible, creative, outgoing,
flexible, and fun-loving young adults who eagerly disconnect from technology to
engage with campers in a welcoming camp family environment. This isn't your
typical city job; it's a place where you'll collaborate with like-minded individuals to
create a fun-filled experience. For campers and staff alike, it's a space to be yourself
and share your unique talents with others. As a staff member at Tamakwa, you'll work
hard - and have the time of your life.

Unplug for the Summer

A unique aspect of Tamakwa is the un-plugged nature of living up in Algonquin Park. That
means no cell phones, iPads, or computers. In order to maintain this special
tradition for our campers, we do not allow staff members to keep personal phones in
camp or on canoe trips. Cell phones are locked in the office, charged, and returned for
days off only. Staff will have use of a computer and a public phone during their evening
time off in staff rec.
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