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COMMUNICATION & REGISTRATION ADMINISTRATOR 

 
About Sugar Creek Bible Camp 
 

Sugar Creek is a beautiful 660-acre camp and retreat center near Ferryville, Wisconsin. It is 
associated with the Evangelical Lutheran Church in America (ELCA) and welcomes guests 
and campers of all backgrounds. Open year-round, Sugar Creek hosts events for groups 
and individuals, with special focus on summer Bible camp programs for K-12 and families.  

 
POSITION SUMMARY  
 

The Registrar and Communications Administrator manages communications with program 

participants, rental guests, and the public for our year-round Christian ministry center. This 

is a full-time, salaried position with benefits. In a team setting, this person’s primary role is 

providing warm, clear messages to guests and partners – building towards greater 

participation, financial support, volunteerism, and ultimately, faith in Jesus Christ.  

 

QUALIFICATIONS 
 

• Bachelor's degree preferred  

• Experience in Christian summer camp and/or retreat ministries preferred  

• Commitment to Jesus Christ and the ministry of the Church  

• Excellent oral and written communication skills  

• Computer skills: Microsoft Office applications, basic publication design, social media  

• Basic knowledge of and respect for ELCA (Lutheran) theology  

• Willingness to work flexible hours  

• Adaptability and willingness to do whatever is needed to support the ministry’s 

mission  

FUNCTIONS AND RESPONSIBILITIES  
 

     General  
 

• Offer clear and positive communications with potential guests and supporters  

• Register campers and guests for summer camp, retreat programs, and rentals  

• Maintain up-to-date records and reports of campers, guests, and supporters  

• Receive guests and calls during office hours (8-4:30, Monday-Friday)  

• Attend events as requested by the Executive Director. This may include travel to 

professional conferences, some onsite events, and continuing education.  

• Readiness for varied duties when guest needs arise such as cleaning, kitchen help, 

event support or animal care  

• All other duties as assigned  



 

     Communication 
 

• Answer calls and greet visitors during camp office hours  

• Manage “mass communications” about programs, facility use, and ministry support  

o Send brief quarterly newsletter and email version using content from staff team  

o Provide timely information on upcoming programs on website and social media  

o Oversee bulk mail days  

o Receive photos from program staff, creating attractive print and online materials. 

Outsource visual design & large-quantity printing when needed  

• Share information on guest group needs to program team and hospitality staff  

 

     Registration 
 

• Register program guests and rental groups, providing timely contracts  

• Become familiar with CampWise database software  

• Assist Executive Director in identifying trends in programs and guests  

• With Program Director, place an annual order for our small camp store  

• Respect confidentiality of sensitive information for guests and donors  

 

COMPENSATION 
 

• Salary commensurate with experience 

• Health insurance and retirement benefits 

• Paid vacation time 

• Twelve paid holidays 

• Possibility of private on-site housing with utilities included 

• Professional ministry conferences (typically 1–2 offered per year)  

• Special trainings and additional perks  

 

APPLY 
 

To apply, email your resume and a letter of interest to Jesse Klosterboer, Executive Director 

at director@SugarCreekBibleCamp.org or call 608-734-3113 (office) for information. 

Applicants are hired on a rolling basis; position is open until filled.  

 

 

 

 

 

 

 

 

Thank you for your interest in serving God through outdoor ministries! 
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