
ASSOCIATE PROGRAM DIRECTOR 1.0 FTE 
JOB DESCRIPTION 

Current as of June 2015 
 

Responsibilities  
 
The Associate Program Director oversees all aspects of our summer and winter programs including their 
design, promotion, implementation and evaluation.  The APD monitors, evaluates and provides ongoing 
support and training to all summer program staff and volunteers. 
 
Accountability 
 
The Associate Program Director is accountable to the Director of Mission of Mennonite Church 
Manitoba (MCM). 
 
Qualifications  
 
Qualifications for the Associate Program Director include: 
1. A bachelor’s degree in one of the following: Camping Ministry, Education, Biblical and Theological 

Studies, Recreation Management and Community Development (or equivalent). 
2. An ability to interact effectively with a wide variety of people including children, youth, young adults 

and adults with disabilities. 
3. Good communications skills as a public speaker; good writing skills for reports, newsletters and 

other communication pieces; good listening skills. 
4. An ability to offer counsel and spiritual support to summer staff and volunteers. 
5. Demonstrated ability to implement the vision/mission of MCM as it pertains to new summer and 

winter programming. 
6. Financial administration experience is an asset. 
7. Previous work in a camp setting is preferred. 
8. Must be able to work independently. 
9. Must align with the goals and values of MCM. 
10. Must adhere to MCM’s personnel policy. 
11. See also MCM’s Lifestyle Code and Statement of Faith.  Copies available upon request. 
12. Mennonite Church Manitoba requires all workers to have a personal Christian faith, be active 

members of an MCM church, and be committed to the teaching of non-violent biblical peacemaking. 
 
Specific Responsibilities 
1. Summer Program design: 

a. Oversee all aspects of summer program design and development including staff training, 
camp offerings and schedules, and Bible curriculum selection or preparation. 

b. With the assistance of the Director of Mission, prepare and monitor the summer and winter 
program budgets. 

c. Advise the Director of Mission and camp Site Managers regarding facility needs to support 
year-round programming. 

d. Ensure summer program meets standards as outlined in MCM and Camps with Meaning 
policies and procedures, Department of Health and other provincial regulations, Manitoba 
Parks and Manitoba Camping Association standards. 



e. Maintain relevance of summer program by staying aware of needs in the MCM constituency 
and developments in camping ministry.  

f. The Associate Program Director will work with Partnership Circle congregations to identify 
needs and best practices for working and building relationships in camp settings.  This may 
also include building camp connections with Partnership Circle congregations to share staff 
as needed and available.   

g. The Associate Program Director will also work towards building the capacity of the ADV 
program by exploring new opportunities such as week-long respite program for people 
suffering from Alzheimer’s disease. 

2. Summer Program promotion: 
a. Develop and implement promotion plan to recruit campers and summer staff, including web 

site content, print materials and regular communications and visits with churches and other 
organizations (e.g., schools colleges). 

b. Prepare and distribute the summer program brochure.  
3. Summer Program implementation: 

a. Recruit, interview and place summer leadership team and counselors (together with the 
summer leadership team). 

b. Take the lead role (with the assistance of the Administrative Assistant and/or Program 
Assistant) in the recruitment and placement of support staff (kitchen help, maintenance, 
nurses and camp pastors) 

c. Design and deliver the spring training for the summer leadership team. 
d. Design and deliver (together with the summer leadership team) the training week for 

counselors and activity leaders. 
e. Review annually and update the manuals pertaining to the summer camp program (i.e. the 

Summer Program Director, Summer Staff, Health Office, Bible Instructor, Integration 
Coordinator and Support Staff Manuals). 

f. Provide direction and ongoing communication with the summer leadership team leading up 
to and throughout the summer.  

g. Assist the summer leadership team and Site Managers in responding promptly and 
appropriately to issues or emergencies that arise among staff or campers. 

h. Respond promptly and appropriately to any concerns raised by parents of campers or staff 
during or after the summer program. 

4. Summer Program evaluation: 
a. Convene summer and year-round staff to review the summer program, identify follow-up 

issues, suggest changes and priorities for the next summer’s program. 
b. Implement, review and provide summary findings of camper, staff and parent surveys. 
c. Review summer program policies and procedures and update as needed. 
d. Together with the Administrative Assistant, maintain appropriate statistical data to support 

future decision-making. 
5. Winter Program design: 

a. Winter retreats - we currently offer a number of retreats (including Quilting 1 and 2, 
Scrapbooking, Birding, Winter ADV, etc.).  With the assistance of the Administrative 
Assistant, the Associate Program Director will recruit and supervise volunteer coordinators 
of these retreats and assist with publicity and promotion. 

b. A new vision and mission plan (Assiniboia Re-Creation Centre or ARC) was recently unveiled 
at the MCM winter delegate session in 2015.   A component of the mission plan foresees the 
implementation of new learning and service programs at Camp Assiniboia.   These programs 
may take the form of: a gap year program, a voluntary service program at Camp Assiniboia 



for all ages, retreats for families, a series of learning and service retreats for youth, young 
adults & youth pastors, and/or a series of spiritual development & discipling retreats for 
summer staff and leaders.   The Associate Program Director (in consultation with the 
Director of Mission) will be responsible for developing and implementing new program 
ideas that arise from this vision.    (A draft copy of the Mission Plan is available on request). 

c. The new mission plan also includes partnering with schools to develop curriculum pieces 
that could be delivered at Assiniboia.  Subjects for curriculum input could include science, 
history, geography and eco-friendly farming practices.  The natural setting of Camp 
Assiniboia lends itself well to hands-on learning opportunities.  The Associate Program 
Director will coordinate and oversee the development of these curriculum pieces by 
recruiting either volunteer or paid educators to develop a new curriculum outcome 
program.   The Associate Program Director will also promote (with the Assistance of the 
Administrative Assistant) this new program to schools.  

6. The Associate Program Director work part of the time at Camp Assiniboia and part at the Head 
Office on Shaftsbury.   

 
Inquiries should be directed to Dorothy Fontaine, Director of Mission at 204-791-3863. Applications will 
be accepted until this position is filled. Applicants should send a resume along with the names of three 
references, in confidence to: 

dfontaine@mennochurch.mb.ca 
or mail to: 

Dorothy Fontaine 
Mennonite Church Manitoba 

200-600 Shaftesbury Blvd. 
Winnipeg, MB   R3P 2J1 

 


