
 

Putnam   Camp  
A   historic,   rus�c,   Adirondack   resort   
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Managers'   Job   Descrip�on   
 
Situated   in   the   High   Peaks   region   of   the   Adirondacks,   Putnam   Camp   is   a   historic,   rus�c,   family   resort   that  
seeks   friendly,   versa�le   managers   to   oversee   all   aspects   of   the   camp   opera�on   beginning   with   its   2020  
summer   season.   Families   and   individuals   return   to   Putnam   Camp   year   a�er   year   to   spend   their   vaca�on  
hiking,   reading,   and   playing   music   on   a   pris�ne   mountainside   in   the   Adirondacks.   Putnam   Camp  
accommodates   approximately   40   guests   for   ten   weeks   each   summer   in   simple,   comfortable   co�ages   and  
cabins.   Guests   are   provided   two   meals   a   day   and   a   picnic   lunch.   Our   staff   totals   nine,   with   most   or   all  
staff   living   on-site   for   the   summer.   
 
Putnam   Camp   is   a   not-for-profit   organiza�on   governed   by   an   engaged   13-member   board   of   directors.  
The   managers   work   closely   with   the   board   to   ensure   that   Putnam   Camp   will   con�nue   to   thrive   for  
genera�ons   to   come.   Putnam   Camp   has   been   in   con�nuous   opera�on   since   1877;   it   has   a   rich   history  
with   many   unique   tradi�ons,   chronicled   in   the   Camp   Log,   da�ng   back   to   the   earliest   years.   
 
The   manager's   posi�on   has   typically   been   shared   by   a   couple,   who   have   divided   the   responsibili�es   in  
ways   that   best   used   the   skills   of   each.   The   board   is   willing   to   consider   different   configura�ons   based   on  
the   skills   and   availability   of   interested   candidates.   We   are   hoping   to   find   managers   that   can   oversee  
camp   for   mul�ple   years,   but   are   happy   to   consider   candidates   who   can   only   manage   for   one   year.   
 
Job   Responsibili�es:   
 
•   Host   guests,   including   gree�ng   new   arrivals,   being   present,   ea�ng   with   guests   at   dinner,   and  
maintaining   a   relaxed,   comfortable   atmosphere   for   guests,   as   well   as   the   tradi�ons   that   characterize  
Putnam   Camp.   
 
•   Support   the   cooks   in   running   the   kitchen,   including   oversight   of   menu   planning   for   our   tradi�onal  
breakfasts   and   family   style   dinners.   Assist   cooks   with   food   ordering.  
 
•   Oversee   maintenance   of   historic   buildings   and   grounds   including   coordina�on   of   the   opening   and  
closing   of   camp   each   season.  
 
•   Manage   reserva�ons   by   ar�ully   placing   devoted   annual   guests   into   our   quirky   collec�on   of   nine   cabins.   
 
•   Prepare   and   manage   Putnam   Camp   finances   with   the   support   of   an   engaged   Treasurer.   Du�es   include  
preparing   guest   bills,   deposi�ng   checks,   reconciling   accounts   in   QuickBooks,   and   preparing    budgets.  
Payroll   is   handled   by   an   independent   service.   
 

http://putnamcamp.org/


 

•   Hire,   train,   and   manage   kitchen,   housekeeping   and   maintenance   staff   of   nine.   Many   staff   return   year  
a�er   year   or   have   grown   up   coming   to   Putnam   Camp.   Communicate   when   needed   during   the   off   season  
with   our   long-term   local   caretaker.  
 
Qualifica�ons   and   basic   skills:  
 
•   Warmth,   friendliness,   hospitableness,   ease   with   all   kinds   of   people  
 
•   Love   of   good   food;   experience   in   supervising   a   kitchen   and   in   working   with   a   cook   who   plans   and  
prepares   family   style   meals   for   up   to   50   people  
 
•   Ability   to   perform   or   oversee   a   variety   of   maintenance   tasks   and   to   troubleshoot   infrastructure  
problems   typical   of   older   buildings   
 
•   Experience   in   recrui�ng   and   managing   a   small   staff   suppor�ng   the   day-to-day   opera�ons   and  
maintenance   during   the   summer   camp   season   
 
•   Apprecia�on   for   a   simple,   rus�c,   and   historic   atmosphere   as   well   as   the   outdoor   ac�vi�es   of   the  
Adirondack   High   Peaks.  
 
•   A�en�on   to   details,   computer   skills,   understanding   of   general   budge�ng   and   bookkeeping   
 
 
Compensa�on:   
 
Salary,   based   on   experience,   plus   room   and   board   in   season,   which   includes   a   2-bedroom   co�age   with  
addi�onal   sleeping   porch,   living   space,   and   woodland   deck.  
 
Term   of   Employment   and   Start   Dates:   
 
The   bulk   of   the   work   takes   place   during   the   summer   season,   late   June   through   late   August   and   is  
full-�me   and   on-site.   Off-season,   the   job   includes   managing   reserva�ons,   hiring   staff   and   financial  
repor�ng/management.   The   managers   are   also   expected   to   a�end   the   fall   and   late   winter   board  
mee�ngs,   in   addi�on   to   occasional   spring   and   fall   weekend   commitments   on-site   at   Putnam   Camp.  
 
We   are   seeking   managers   to   start   in   early   2020,   so   that   they   can   begin   taking   summer   reserva�ons   and  
hiring   summer   staff   in   February,   2020.   
 
Please   send   le�er   of   interest,   resumé,   and   list   of   three   references   by   January   1,   2020   to  
hiring@putnamcamp.org .  
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