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Staff Support & Logistics Coordinator (Seasonal Summer position)
Position Overview
The Staff Support & Logistics Coordinator plays a critical role in ensuring smooth daily operations at Agassiz Village during our 8‑week summer camp program. This highly flexible, behind‑the‑scenes role supports the Staffing Director, assists with staff onboarding and morale initiatives, manages transportation needs for campers and staff, and helps maintain efficient camp logistics. This position requires excellent organization, strong communication skills, a calm and supportive presence, and a willingness to jump in wherever needed. The Staff Support & Logistics Coordinator is a key contributor to creating a safe, joyful, and mission‑aligned experience for campers and staff.
Key Responsibilities
Staff Support & Human Resources Assistance
· Assist the Staffing Director with onboarding tasks including I‑9 completion, payroll enrollment, direct deposit setup, and certification tracking.
· Field payroll questions and help gather necessary documentation for the Executive Director.
· Manage staff time‑off requests and coordinate off‑camp transportation for staff on days off.
· Support staff evaluations, surveys, and documentation.
· Help maintain the health inspection binder and ensure staff certifications are up to date.
· Plan and support team‑building activities during staff training and throughout the summer.
· Create and implement a summer‑long staff appreciation program.
· Maintain a calm, supportive presence across all staff interactions.
Transportation & Driving
· Serve as a primary camp driver for:
· campers who need to go home early
· staff transportation for days off
· airport, bus station, or Social Security office trips for international staff
· supply runs and errands
· Maintain safe driving practices and uphold all camp transportation protocols.
Facilities & Maintenance Support
· Support maintenance and laundry staff; ensure daily cleaning of camper and staff areas.
· Monitor laundry service to prevent loss of camper clothing.
· Coordinate cleaning days between camp sessions.
· Field maintenance requests and collaborate with the Facilities Director to ensure timely completion.
· Promote a clean, well‑maintained camp environment.
Food Service Coordination
· Serve as daily liaison to the Head Chef; communicate schedule changes and supply needs.
· Suggest menu adjustments as needed.
· Track meals served for USDA grant documentation.
· Ensure counselors set up and clean dining hall areas appropriately.
Administrative & Logistical Support
· Sort and distribute staff mail.
· Answer camp phones, take messages, and relay information to appropriate staff.
· Support Directors with accounting tasks including receipt and invoice management.
· Order program supplies via Amazon, Walmart, or other vendors.
· Assist the Admin, Camp Director, and Executive Director with additional tasks to ensure smooth camp operations.
Camper Experience
· Contribute to a meaningful, fun, and safe experience for all campers.
· Step in wherever needed to support the overall success of the summer program.
Qualifications
· Prior experience in a camp or youth‑serving environment preferred.
· Exceptional interpersonal skills and ability to build relationships with youth, young adults, and families.
· Proven capacity to provide emotional support across a range of ages.
· Working knowledge of ACA guidelines preferred.
· Valid driver’s license required.
· Strong organizational skills and ability to manage multiple tasks at once.
· Calm, flexible, and able to adapt quickly in a fast‑paced environment.
Who We’re Looking For
We aim to build a team whose strengths and backgrounds reflect the diversity of our campers. Ideal candidates are:
· Committed to learning and growth
· Team‑oriented and collaborative
· Organized and reliable
· Strong communicators
· Creative problem‑solvers
· Passionate about youth development
· Energetic, playful, and enthusiastic
· Kind, compassionate, and patient
· Flexible and able to adapt quickly
· Calm under pressure
· Ready to work long, rewarding, and challenging days

Designated Supervisor: Camp Director
About Agassiz Village
Agassiz Village is a nonprofit youth development organization whose mission is to “prepare youth for life’s journey.” Through exceptional summer camp experiences and year‑round programming, youth develop leadership, confidence, and life‑shaping skills that positively impact their futures. For more than 90 years, children from under‑resourced communities have come to AV to discover new interests, build friendships, and connect with inspiring mentors.
Our Staff Culture
We work intentionally to build a collaborative, positive community grounded in kindness, curiosity, and growth. We celebrate new ideas, encourage learning through mistakes, and value effort over perfection. Performing well at AV means contributing positively to our team, modeling compassion and resilience, and helping campers build confidence, connection, and character. We strive every day to find better ways to serve youth and strengthen our community.
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