
JOIN OUR STAFF
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 
& Board 
Provided 

Contracts from 
Mid-June to 
Mid-August 

Qualifications & Requirements 
• Age 18 +

• Criminal Background Check

CONTACT US TO APPLY 
tamakwa.com • 416.924.7433 • staffing@tamakwa.com @camptamakwa 

YEAR-ROUND OFFICE ASSISTANT 

Disposition: Must be fun, energetic, and professional. Your voice is the first 
one clients hear and should reflect our warm, helpful lifestyle.
Technical Skills: Proficiency in Microsoft Office (Word and Excel) and Social 
Media platforms is required. Experience with Adobe Photoshop, Illustrator, 
or InDesign is desirable.
Experience: Extensive summer camp experience. Administrative experience 
is a valued asset.
Aptitude: Strong organization, communication, and self-management skills

mailto:staffing@tamakwa.com


Breakdown of Role and Responsibilities
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The Off-Season (Toronto Office) 

From September to May, you will assist the Directors in managing the three pillars of off-season 
operations: Recruiting Campers, Hiring Staff, and General Business.

• Recruitment & Public Relations: Assemble information packets for prospective families and
staff. Handle day-to-day communications via newsletters and emails.

• Staffing Logistics: Assist in screening applicants, setting up interviews, and preparing contract
packages.

• Digital & Creative: Manage the camp website and social media platforms throug creative
planning and tracking. Design printed and online ads and flyers.

• Administrative Operations: Maintain enrollment databases (MS Works/Access), manage office
supplies, and coordinate weekly “pouches” of documents.

• Outreach: Assist at camp reunions, job fairs, and special off-season functions.

The Summer Season (Camp Tamakwa, Algonquin Park) 

In June, you will move to the beautiful summer camp in Algonquin Park, where you will be given 
room and board, and will work in the camp office, which acts as the "Brain Centre" for summer 
operations, reporting to the Camp Office Manager. 

• Reception & Hub Management: Greet staff and campers and respond to diverse inquiries.
• Operational Support: Manage camper files, edit programs and scripts, and update spreadsheets

for dietary needs or allergies.
• Logistics & Communication: Ring bells to signal activity periods, manage incoming/outgoing

mail, and dispense supplies.
• Transportation: Coordinate the movement of people and supplies for our boat-access-only

campsite.
• Camp Spirit: Lend your personal talents – artistic or otherwise – to the general camp community

whenever possible.

YEAR-ROUND OFFICE ASSISTANT 



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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YEAR-ROUND OFFICE ASSISTANT 
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