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CONFERENCE ADMINISTRATOR MONTHLY RESPONSIBILITIES
JANUARY

· Prepare report for DEQ on WPCF permit requirements (metered sewer)
FEBRUARY
· Finalize reports and have them run and collated for board for the Annual and Quarterly Board Meeting on designated Saturday

· Fire Marshall Report for Hazardous Material (Online) – DUE by March 1st
MAY

· Present conference rental rates for the coming year in the May Quarterly Business Mtg.
· See that the host/caretaker has seen to the conference facility being de–winterized: Uncover the pool, turn water on to the chapel, RV park, and recreation building.
· Oversee that the host/caretaker has checked all septic tanks for solids and inspect drain fields.
· Pump septic tanks at lodge and dining hall yearly, and Host/caretaker home every other year. Check and pump other septic tanks as needed. 

· Have fire systems in dining hall and lodge hoods checked and all fire extinguishers serviced. 
· Oversee that the Host/Caretaker has had all stoves and ovens in the dining hall & lodge serviced and make sure all are working properly. Check all water heaters (dining hall, lodge, & restrooms) to make sure all are working properly. 

JULY
· Be available to Camp Director for facility needs
SEPTEMBER
· See that the camper/day report has been completed and sent to Brotherhood Mutual and a copy to Jim Reed Insurance
NOVEMBER

· See that Fire/liability insurance is updated or paid

· Check with camp director to see if he is ready to make recommendations for camper rates for the summer camping program at the quarterly board meeting.
DECEMBER
· Send out notice of annual meeting and ballots during the last week of December as the Conference President directs. (Send ballots to all the representatives and board members only.)

· Order calibration kit for turbidity meter 

AS OFTEN AS NEEDED

· See that the conference host/caretaker mark all invoices with job and give to the Administrator.
· See that the Conference helper and Conference Host/caretaker have supplies and parts necessary for the needs at camp.

MONTHLY

· File Conference Host/caretaker monthly activity report in their file.

· File Conference Administrator copies of rental agreements and rental statements as back up for copies in the conference office.

QUARTERLY

· See that the agenda for quarterly meeting is ready (worked out with the Conference President).

· Get reports and agendas ready along with where projects are for the quarterly meeting.
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