
Administrator (Full-Time, Year-Round position) 
 
About Camp Wanapitei 
 
Wanapitei is a community committed to delivering quality programs that inspire, through 
wilderness canoe tripping, a sense of adventure, self-awareness, confidence, compassion and a 
deep connection to the natural world.  Based in beautiful Temagami, Ontario during the 
summer, we serve families from across Canada and the world, offering programs for children 
and youth ages 7 to 18, plus a week-long Family Camp. 
 
About the Role 
 
Wanapitei is seeking a year-round, full-time Administrator (camper family communication and 
logistics) to join our team.  Working closely with the Camp Directors and Financial Director, the 
Administrator will assist with administration, marketing, social media management, light book-
keeping and family communication.  The position is based out of the Cambridge, Ontario area 
during the off-season (September to mid-June) and on-site in Temagami for the summer.   
 
Key Responsibilities 

- Maintain our Camp Brain database, including running reports, adjusting registrations 
and monitoring program availability 

- Ordering general supplies for the summer and maintaining inventories 
- Collecting, tracking and filing all supplementary camper and staff paperwork, including 

sensitive documents such as medical forms 
- Organizing all bus transportation for campers at the start and end of each session 
- Inputting charges from camp store purchases 
- Supporting the management of our on-site lodge, the Chateau, including managing 

bookings  
- Supporting the Head Chef, Tripping Director, Program Director and other senior staff by 

providing information such as group sizes, gender splits and dietary restrictions 
- Supervising a seasonal Office Assistant 
- Serving as the primary point of contact for camper families and staff throughout the 

year 
- Drafting and distributing mail outs 
- Managing and updating social media accounts (including Flickr, Instagram and 

Facebook) as well as the Wanapitei website (WordPress) 
- Supporting the Directors throughout the year with other needs 

 
We are seeking someone who: 

- Is detail-oriented and highly organized 
- Has experience in the camping world and a solid understanding and respect for the 

industry 
- Learns quickly, able to problem solve 
- Comfortable working in GoogleSuite, Microsoft Office and social media platforms 



- Has excellent customer service skills, is comfortable speaking with clients over the 
phone, email and in-person 

- Can work in a fast-paced, high-pressure environment  
- Is passionate about summer camp and youth leadership opportunities 
- Has an awareness of current industry hot topics and trends 
- Can work well independently 
- Has a G-class license (or willingness to obtain) 
- Is comfortable working in a remote, rustic environment during the summer months 

 
Preference will be given to candidates who: 

- Have experience working with CampBrain and WordPress 
- Have light book-keeping experience 
- Have previous camp leadership experience 

 
Compensation: 

- Starting salary of $28 000 - $32 000 annually, based on experience 
- Room and board from mid-June to the end of August in private housing at camp 
- Mileage offered for camp-related travel (as approved by the Directors) 
- Competitive medical, drug and dental benefits package beginning after a probationary 

period 
- 3 weeks of vacation, plus additional time off in lieu of overtime pay (typically 

immediately after the summer season and over the winter holidays) 
 
Application Process: 
  
Please send a resume and cover letter to erin@wanapitei.net by 5PM on February 7th, 2020.  
We will contact all applicants selected for an interview the following week.   
 
Camp Wanapitei is committed to being an equal opportunity employer.  If information is 
required in alternate forms (i.e. larger text, face-to-face communication) please let us know. 

mailto:erin@wanapitei.net

