
 

DANCE PALACE SUMMER CAMP OPERATIONS MANAGER 

Classification: Non-Exempt, Temporary 
Reports to: Summer Camp Director 
To apply please send resume and cover letter to: 
jobs@dancepalace.org 
No Phone Calls Please 

SUMMARY  
The Dance Palace is a thriving, rural community center that hosts year-round classes 
and events for all age groups and runs a popular summer day camp for children grades 
K- 7. The Dance Palace Camp meets four days for five weeks with an average of 45 
campers attending.  The aim of the Dance Palace Summer Camp is to facilitate 
friendship, creativity and classic summer fun in a safe, structured environment. Staff 
place a high priority on helping campers to experience new activities and the natural 
world, and to develop positive relationships with trusted adults and one another.   
Thursday field trips allow campers to explore Point Reyes’ unique natural surroundings, 
and include special outings such as swimming in Tomales Bay and hikes at the National 
Seashore. 

The Operations Manager will be a collaborative, resourceful and adaptable leader with a 
growth-mindset who can make camp fun while leading, inspiring and encouraging staff 
and campers.  We are looking for someone who embraces change and new 
possibilities, someone who loves youth and understands the value of summer camp. 
Our Operations Manager will help us live up to our community values of connection, 
creativity, playfulness, belonging and growth. As a crucial player who helps camp run 
smoothly, the Dance Palace Operations Manager will be expected to creatively deal 
with unexpected issues, while setting a calm cheerful tone. The Operations Manager 
helps with all facets of camp programming, planning, and preparing for a camp. He or 
she is part of the team who provide day-to-day leadership and logistical support leading 
up to and during the summer camp.  
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ESSENTIAL DUTIES AND FUNCTIONS  
● Actively create and maintain a camp tone and environment that is welcoming, 

friendly, inclusive, safe and orderly camp environment 
● Coordinate with the Camp Director to ensure all aspects of camp function 

seamlessly 
● Assist in pre-summer camp planning and organization 
● Obtain and maintain supplies, coordinating with all contractors and activity 

leaders to make they have what the need 
● Lead activities as needed 
● Set up for each day and ensure care and cleanliness of the Dance Palace 

building during camp. Communicate maintenance needs to Dance Palace 
administration 

● Coordinate registration and record-keeping with administrative staff 
● Support and mentor counselors 
● Coordinate with Director to organize program content, schedules and activities. 
● Safeguard the health and safety of all campers and staff and act as the “Health 

Supervisor” overseeing first aid, medical needs in the Camp Director’s absence 
● Help document and refine standard operating procedures for the camp 
● Other duties as assigned 

Desired Qualifications 
● Highly organized and skilled at scheduling and time management 
● Experience with team- building 
● Capacity to set and communicate boundaries positively 
● Minimum of 2 years experience working with children and/or youth 
● Exceptional group management skills 
● Resourceful and creative problem-solver with the ability to stay calm under 

pressure  
● Strong safety record and exemplary risk assessment skills  
● Ability to follow a budget 
● Exceptional interpersonal and professional communication skills, including 

written, verbal and listening skills.  
● Conscientious, respectful and inclusive leader/mentor; collaborative and positive 
● Flexible with a good sense of humor 
● Experience with learning differences, diverse populations, and the ability to 

mentor staff to serve unique campers 
● Competent in Word and Excel 
● First Aid/ CPR certificate or ability to obtain before the start of camp 
● Ability to play guitar and lead singing, a plus but not required 



● Bilingual in Spanish and English, preferred, but not required 

Livescan (FBI/DOJ fingerprint-based criminal background check) required upon hire. 

Physical demands:  The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this 
job. Reasonable accommodations may be made to enable people with disabilities to 
perform the essential functions. 

! Able to be physically active, including to stand, walk, bend, reach, lift, carry throughout 
work periods (up to 8 hours, with breaks).  Some activities will also require intermittent 
or longer periods of sitting, including on the floor and/or ground level, or chairs.  

! Periodic lifting and carrying of up to 45-60 pounds may be required.  
! Able to walk on and navigate uneven outdoor environment terrain, for outdoor activities 

and field trips. 
! Seeing, hearing and speaking ability, nearby and at a distance, to interact, identify and 

respond to camper and environmental needs, including potential risks/hazards. 
! Manual dexterity, including use of hands and fingers, to use classroom and activity 

supplies and props, and for periodic use of office equipment. 

Salary: $17- 18.50/ hour. The Operations Manager is a non-exempt employee. Summer 
staff positions are temporary, seasonal positions and do not include health benefits or 
paid vacation time.  

Term: 5 weeks of camp (June 15-July 16), 3-5 days of  mandatory staff training, up to 
60 total hours pre-camp preparation beginning in March. While expected to work as 
much as is needed during the summer, camp is in session Monday-Thursday.   

This job description reflects the assignment of essential function; it does not prescribe 
or restrict the tasks that may be assigned. The Dance Palace is an at-will employer.  
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