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RESPONSIBLE TO:  Executive Director  
 
OVERSEE: Assist with administrative functions of Mt. Cross operations, including registration.   
 
POSITION OVERVIEW:  Serve as the part-time central organizational employee of Mt. Cross’ 
day-to-day operations and as the Camp Registrar.  Provide frontline customer service in 
answering phones, managing office systems and procedures, and support and coordination 
between employees.    
  
PERSONAL QUALIFICATIONS:  

1. A commitment to Christ Jesus as Lord and Savior; active participation in a local Faith 
Community; familiarity and enthusiasm for Lutheran theology; strive to follow Christ’s 
command to love others as God loves us; enthusiasm for being part of an intentional 
Christian community; possess a strong appreciation of and commitment to care for 
God’s creation. 

2. Able to work extremely well within the unique structure of an association ministry. 
3. Able to work patiently with a variety of situations and people.  
4. Possess a strong and highly motivated work ethic. 
5. Strong communication skills, relational skills, and follow-through are required. 
6. Must understand, promote and foster the ministry of hospitality. 

 
EDUCATION AND EXPERIENCE  

1. At least 25 years of age.  
2. Valid California State Driver’s License (CDL preferred) with good driving record. 
3. Computer skills - proficient in Excel, Microsoft Word, and experience with Microsoft 

access database is preferred. 
4. Knowledge of operation of standard office equipment. 
5. Knowledge of clerical and administrative procedures and systems such as filing and 

record keeping. 
6. Knowledge of principles and practices of basic office management. 

 
    

RESPONSIBILITIES:  
A. Office Administrator  

1. 1. Answer calls and ensure efficient, timely flow of mail and other information to staff, 
guests, Mt. Cross Ambassadors, Executive Director, and Board of Directors.  

2. Organize campers into all camp programs using the Campbrain database.  Make cabin 
assignments and create camper cards.  Create Trading Post cards, Email necessary 
invoices and collect and organize camper health forms.  

3. Pick up mail at the post office.  Log all mail into daily mail log.  Distribute mail to 
appropriate staff members.  
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4. Work with appropriate staff on the production and timely mailing of all letters, 

publications and promotional materials. 
5. Work with local vendors to maintain office equipment/computers and inventory of 

office supplies within budget. Perform regular maintenance to office equipment. 
Communicate office needs and purchases with staff.  

6. Answer calls and correspondence from prospective campers and their parents about 
program availability and content of programs. Route questions if necessary to Program 
Director or other appropriate staff members.  Send out Program 
mailings/advertisements and communication with churches/ministry partners.   

7. Keep confidentiality as instructed. 
8. Oversee the website design and other social media as instructed. Ensure timely updates 

and revisions of the website.      
9. Other duties as assigned. 
 

 
 


