
SANDY HILL  
Camp and Retreat Center 

(continued on next page) 

 

Job Posting:  Facility and Operations Manager 
 

Sandy Hill Camp and Retreat Center is a scenic 211 acre property on the Elk River in North East, Maryland.  In 
the summer, Sandy Hill is home to one of the largest residential summer camps in Maryland for boys and girls 
ages 8-16.  In the spring and fall, we host retreats for churches, schools, and other groups.  Sandy Hill has been 
family-owned and operated since 1995.  For more information about our programs and facility, please visit our 
website at www.SandyHillCamp.com. 

Position Summary 
This new key leadership role is a year-round, salaried position with benefits.  The Facility and Operations 
Manager has overall responsibility for all facilities and operations support including buildings, equipment, 
grounds, housekeeping, food service, and guest services.   

Because we are a seasonal business, the demands, responsibilities, and hours change with the seasons.  During 
the “guest-season,” roughly from May through October, the emphasis will be on management:  supervising, 
planning, and coordinating, including some physical involvement in facility-related work.  The guest-season 
workload will be 5-6 days per week averaging 50-55 hours per week, and it includes some weekends and 
evenings to support coverage during retreats and summer camp.  During the “off-season,” roughly November 
through April, when there are not guests on site and there is a smaller number of employees to manage, the 
role will be more hands-on in the physical care and maintenance of the facility.  During the “off-season,” we 
expect the role to take 4-5 days per week averaging around 32 hours per week.  Over the course of an entire 
year, we envision the time to break down to approximately 60% management-related, 30% hands-on facility 
work, and 10% retreat hosting.   

The position would start no later than March of this year.  We are looking for a long-term commitment from 
someone who is committed to quality and who is passionate about our ministry of positively impacting our 
campers, staff and retreat guests. 

Job Responsibilities 
Key responsibilities include: 

 Manage Facility and Operations Staff, including year-round and seasonal staff for maintenance and 
grounds, food service, housekeeping, work crews, summer camp support, and retreat staff 

o Supervision of all Facility and Operations staff 
o Staff scheduling - to support camp program and retreat coverage including weekends and 

evenings.  This includes retreat hosts, retreat staff, and on-duty/on-call maintenance staff. 
o Scheduled and preventive maintenance - identify, prioritize, schedule and staff  
o Housekeeping - scheduling and quality 
o Maintenance of grounds, buildings, and equipment including landscaping, septic, and pool 
o Safety - working environment and appropriate training and documentation 
o Summer security staff and tasks 
o Assistance in hiring/contracting operations staff 
o Owners’ equipment – garden, vehicles, boats, etc. 

 Manage and Coordinate: 
o Regular facility inspections/audits 
o Operational costs including purchases (food, cleaning supplies, paper supplies, etc.) with 

Executive Director 
o Inventory of supplies for F&O Staff (cleaning, paper, key equipment and spare parts) 
o Supply storage areas (food, cleaning, paper, equipment – chairs) and maintenance buildings 

and equipment 

http://www.sandyhillcamp.com/


o Projects - new buildings, renovations 
o Facility preparation for retreats and camp programs 
o Compliance – related to facility and food service licenses and permits 

 Play a hands-on role in the physical care of the property through building or maintenance trades 

 Be on-site and host some retreats in the spring and fall including some weekends 

 Other duties and projects as assigned by the Executive Director 

Requirements 

 Required to live near camp, housing may be provided in the future 

 Flexible schedule including weekends and evenings as needed to support our guests 

Key Characteristics 
A well-suited candidate would have proven management experience and a technical background or 
construction/trade experience.  Such a candidate must have the following traits: 

 Strong moral character  

 Exceptional organizational skills 

 Desire to work with and positively impact guests and staff primarily ranging from 8-22 years old 

 Detail oriented 

 Proven management skills and experience with staffs of at least 10-15 people 

 Proven experience creating and implementing new systems in an organization 

 Willingness to work weekends and have a flexible schedule that varies by season of the year 

 Self-starter/takes initiative 

 Pleasant personality to interface with staff and guests 

 Strong computer skills –MS Office especially MS Excel, email 

 Excellent communication skills (written and verbal) 

 Experience with building/property management 

 Positive attitude and desire to serve others 

 Desire and skill to do hands-on work around the facility 

 Additional traits that are not required, but would be valuable 
o Live locally or have some ties locally 
o Bachelor’s or Master’s degree especially degrees in engineering, construction management or a 

business-related field 
o Project Management Certification 
o Experience in event management 
o Experience in food service 
o Skill in one or more building, maintenance or mechanical trades such as engine repair, 

carpentry, HVAC, plumbing, electric, or fiberglass repair 
o Proficiency in IT - network administration or computer programming 
o Experience with audio/visual equipment 
o Background in sailing, motorboats, lifeguarding, rock climbing, ropes course and/or horses 

 
Interested individuals must send a resume with a cover letter that includes desired salary by February 3rd, 2012 
by email to:   
 info@sandyhillcamp.com  
or by mail to: 

Sandy Hill Camp 
Attn: Applications 
3380 Turkey Point Road 
North East, MD 21901 

Decisions to interview will be based solely upon the submission of resume and cover letter.    
Any questions must accompany the cover letter in writing.  No phone inquiries will be accepted. 


