[image: Manitoba-print-colour]
Position Title:  Office Manager
Terms:  Full Time 
Deadline:  Open until filled
Location:  Main Office in Winnipeg during off season and camp location (ON) in the summer season

In concert with the purpose of Inter-Varsity Christian Fellowship of Canada: the transformation of youth, students and graduates, in all their ethnic diversity, into fully committed followers of Jesus Christ, this position is to provide leadership over all the administrative functions at Pioneer Camp Manitoba. This includes the tasks of receptionist and registrar; acts as the primary liaison between camp and the public.

In this role you will bring your passion to see Jesus transform students by providing leadership in the camp office and ensure it is operated in an efficient and responsible manner; overseeing and developing effective systems in accounting, registration and marketing with respect to the camps’ mission. 

The ideal applicant for this position will possess the following qualifications:  
· Personal relationship with Jesus Christ and clear evidence of growth as a disciple
· Excellent interpersonal skills (on phone and in  person)
· Excellent relationship management skills (emotional intelligence)
· Excellent conflict management and problem-solving skills
· Proven ability to work collaboratively and effectively with team members at all levels
· Outstanding interpersonal and communications skills both oral and written
· Advanced computer skills, ease in learning and using computer applications (Camp Brain); and working effectively with  Microsoft Office platforms
· [bookmark: _GoBack]Preferred experience in small business office administration including organizational responsibilities and accounting to oversee the office
· Post-secondary education or the equivalent combination of training and experience in guest services and management or a combination of training, experience and working knowledge of camp ministry 
· Flexibility to work irregular and extended hours
· Ability to live on site in the summer months and travel back and forth as necessary to the city office as needed.

Interested applicants are invited to email a resume and cover letter to Neil Steward, Executive Director at nsteward@ivcf.ca .

[bookmark: _Hlk496092535]Employment is conditional upon a clear police reference check. The successful candidate must be able to affirm InterVarsity’s Code of Conduct and Statement of Faith Agreement. We welcome and encourage applications from people with disabilities. Accommodations are available on request for candidates taking part in all aspects of the selection process. 

We thank all applicants for their interest however, only those candidates selected to move forward in the recruitment process will be contacted.  
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