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Camp High Hopes 
Office Specialist 
Job Description 

 
Job Title:  Office Specialist 
Incumbent: 
Classification: Non-Exempt, Part-time 
Required to live onsite at camp:  No 
Reports to: Office Manager 
 
Qualifications:  

 High School Diploma. 
 Minimum 1-2 years of experience working in a business office. 
 Minimum 1-2 years of customer service experience and general clerical experience. 
 Minimum 1-2 years of experience and entry-level knowledge in utilizing Microsoft Office 

software including Access, Excel, Word, and Outlook. 
 Minimum 1-2 years of experience and entry-level knowledge and knowledge in utilizing Intuit 

Quickbooks accounting software and accounts receivable/payable. 
 
Position Purpose: 
To further the mission of the camp by completing the general office functions and duties required in 

order to ensure an efficient and productive business office. 
 
Essential Job Functions: 
 
1. Conduct office duties as assigned in the business office in order to ensure an efficient and 

productive business.  Follow office processes and procedures as designated. 
 
2. Handle ingoing and outgoing mail.  Take larger envelopes and packages to post office for mailing. 
 
3. Distribute mail to employees. 
 
4. Data entry and processing of camper registrations and contacting parents/guardians re: missing 

paperwork/deposits. 
 
5. Check attendees’ schedules to check availability for meetings.  E-mailing meeting notices, planners, 

and reminders to attendees.  Arrange meals for meetings. 
 
6. Greet donors, parents, campers, staff members, volunteers, campers, and visitors providing 

courteous, caring and professional assistance.  Provide appropriate badge/building access to 
contractors and visitors as needed.  Approve and allow gate access of scheduled visitors outside of 
office hours 

 
7. Answer the telephone, screen and route all incoming telephone calls to the appropriate staff 

member or take messages according to office policy and procedure.  Update greeting on phone 
(holidays, etc.) 

 
8. Update documents and reports as needed. 
 
9. Handle highly confidential matters/information concerning donors, staff and the corporation.  Act in 

a professional, supportive and caring manner to internal and external staff and campers. 
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10. Maintain compliance with personnel policies and procedures and behave in a manner consistent 
with all corporate compliance policies and procedures. 

 
11. Complete special projects and perform other duties as assigned.   
 
Fund Development/Public Relations 

1. Assist with special events as needed. 
2. Compose and mail pledge payment reminders. 
3. Process receipt of cash donations, in-kind donations, and pledges and complete required forms 

where needed. 
4. Compose thank you letters using available template. Print thank you letters and written 

acknowledgements and process after signed by designated official. 
 
Payroll/Human Resources 
 

1. Enter and manage new and updated employee data into accounting software. 
 
 
Accounting/Finance 
 

1. File bank statements and deposit receipts. 
2. Process Accounts Payable. 
3. Process Accounts Receivable.  Contact customers with past due/late payments. Process credit 

cards. 
4. Enter journal entries. 

 

Other Job Duties: 
 Other duties as assigned. 

Relationships: 
Reports to Office Manager.  Works closely with the Fundraising/Marketing Assistant, Camp Director, 
and Assistant Camp Director. 

Equipment and Structures Used: 
Equipment and structures used, but not limited to, includes: computer, calculator, telephone, labeling 
machine, copier, printer, and general office equipment. 
 
Knowledge, Skills, and Abilities: 

 Ability to work in an office environment. 
 Ability to interact with all staff and customers. 
 Ability to work extra hours, as needed in peak seasons (ie, Spring).  

Physical Aspects of the Position: 
 Ability to communicate and work with staff and customers. 
 Physical requirements of an Office Specialist include sitting, standing, some bending, and 

reaching.  Requires eye-hand coordination and manual dexterity to manipulate office 
equipment.  Requires normal range of hearing and eyesight to record, prepare, and 
communicate information to staff/customers.  Requires the ability to lift up to 25lbs.   
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