
INFAITH/MOUNTAINTOP RETREAT 

Assistant Director Job Description 

 

GENERAL REQUIREMENTS: 

 

 The assistant director position shall be filled by a married couple/single man who has accepted Christ as their/his 

personal Savior and has a testimony that exemplifies a Christ like life style. Who is willing to minister unto the 

Lord in any capacity that will glorify Him, be in agreement with the constitution, the bylaws and be willing to 

sign and abide by the doctrinal statement of Mountaintop Retreat OFBC, Inc.  

 

GENERAL RESPONSIBILITIES:       

 

 The assistant director shall be accountable to the general director then to the board of directors for activities 

primarily on the camp facility and surrounding community. 

 

 There should be a cooperative coordination between the assistant director, the general director and the board of 

directors in that order. The assistant director will not be a voting board member but will attend board meetings. 

 

The assistant director will be working with the general director to plan, prepare for, and execute projects for 

developing new camping facilities under the direction of the board of directors.  

 

The assistant director needs to spend an average of forty hours minimum per week to accomplish many of the day 

to day activities. These activities include: operation of the water system which includes obtaining and maintaining 

certification with the State of Colorado as a water treatment plant operator, operation of the power generation 

units, security for the camp facilities, road maintenance, painting, repairing, preventative maintenance, purchase 

of materials, taking care of the land and vegetation, taking care of the fences and taking steps to prevent fire from 

spreading from the camp to neighboring properties and camp buildings. The executing of the general maintenance 

for existing facilities will be coordinated between the assistant director and the general director and with progress 

reported to the general director. 

 

 The assistant director can with an okay from the general director spend money for maintenance expenses without 

prior board approval. 

 

 The assistant director will need to work with general director to organize work days for the larger repair jobs and 

new building projects if needed. 

 

The assistant director with the help of the general director and volunteers will need to set up the facilities for 

camping activities and remain on the camp grounds or have someone stand by in his temporary absents 

throughout the camping program in order to operate the water supply system and assist in other areas as needed. 

 

REMUNERATION: 

 

In consideration of the mutual provisions herein stated Mountaintop Retreat OFBC, Inc. shall as the Lord 

provides furnish the following: 

 

Housing: The assistant director's house located on Mountaintop Retreat OFBC, Inc. property. 

 

Note:  The house is to be kept clean and maintained. All damage as a result of normal wear and tear 

should be made as quickly as possible at Mountaintop Retreat OFBC, Inc. expense. Any damage done to 

the house as a result of misconduct by the assistant director, his family or guests should be taken care of 

at the assistant director’s personal expense as soon as possible. 

 

Utilities: Firewood, propane, diesel and gasoline for camp and household use will be paid for by Mountaintop 

Retreat OFBC, Inc. 
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Note:  The primary source of heat for the house is the wood stove. Propane Fuel is for the backup 

heaters, hot water heaters and appliances. Gasoline and diesel is for the generators to provide electricity 

when the solar system is inoperable. The solar system via the batteries will need to be the primary source 

of electrical power used during the day. Water is supplied from the supply tanks which will need to be 

filled from the nearby well. 

 

ASSISTANT DIRECTOR’S FAMILY, GUEST AND PETS: 

 

As assistant director he will be responsible for the control of his children, his guests and his pets.  

 

Note:  Items of concern: use of tobacco products, alcohol products, other illegal drug usage, sexual 

activities that violate scriptural mandates, gambling and unsupervised usage of Mountaintop Retreat 

OFBC, Inc. equipment, having contact with campers without proper authorization, and any activity that 

disrupts a camping program in process. 

  

The assistant director’s pets will be kept in the house and/or in the yard provided at all times no exceptions. If 

pets are outside the house or yard for some reason they are to be on a leash and controlled by an adult that will 

take full responsibility for any property damage or personal injury caused by the pet. Pets that disrupts a camping 

program in process will need to be removed from the camp property. Should the activities practiced by the 

assistant director, his children and/or his guests and/or his pets reflect negatively on God's character or that of 

Mountaintop Retreat OFBC, Inc.  A meeting will be held with the general director to try and resolve the problem 

if that fails, the general director will follow the principles for dealing with a brother in the wrong set out by the 

Lord in Matthew 18:15-17. If the problems continue to persist this may be sufficient reason for termination of the 

relationship between the assistant director and Mountaintop Retreat OFBC, Inc. 

 

VACATION TIME: 

  

InFaith vacation policy will be followed with these exceptions: The assistant director will need to notify the 

general director thirty days in advance of his intended vacation or deputation trip. No vacations or deputation trips 

will be taken May, June, July and August. The assistant director will need to notify the general director a week in 

advance if he intends to take a day or more off other times of the year.  

 

SICK DAYS: 

 

The assistant director can have seven days for sick time. This includes days for medical appointments. 

 

The assistant director will need to notify the general director in advance of the medical appointments. For sick 

days notify the general director of your illness. 

 

Note: Abuse of sick days will warrant a review from the general director and appropriate action will be 

taken. 

 

TERMINATION POLICY:  

 

InFaith is an at-will employer. InFaith’s missionary may terminate ministry at Mountaintop Retreat by giving 

written notice of such termination to both InFaith and to Mountaintop Retreat not less than 30 days before the 

effective date of such termination.  

 

Should Mountaintop Retreat have any difficulties with the InFaith missionary serving as the Assistant 

Director/Program Director, in regards to performance of duties, the General Director, or in his absence the board 

chairman, is to contact the missionary’s field director before any action is taken. The field director will contact 

InFaith’s executive director and/or senior director of human resources to discuss the issues and develop an 

appropriate exit plan for the missionary. Mountaintop Retreat must provide InFaith with no less than 30 days’ 

notice of its desire to terminate the missionary in question for performance. As the missionary’s employer, 

termination of the employee is to be conducted by InFaith leadership only. 
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If the missionary is found by any InFaith staff member or field director to be in violation of any InFaith policy 

which would call for immediate dismissal, InFaith may terminate the missionary at any time after review and 

established process has been completed. InFaith agrees to notify the Mountaintop Retreat general director, or in 

his absence the camp board chairman, in advance about any pending termination of its employee under these 

circumstances as soon as is feasible.  

 

Likewise, if Mountaintop Retreat discovers a violation of policy which could call for immediate dismissal, the 

general director, or in his absence the camp board chairman, is to contact the missionary’s field director 

immediately. The field director will discuss with the general director and/or senior director of human resources 

and after review or investigation immediate action will take place. As the missionary’s employer, termination of 

the employee is to be conducted by InFaith leadership only. 

    

 

EVALUATION OF THIS JOB DESCRIPTION: 

 

The assistant director is encouraged to communicate areas of concern that would affect the good working 

relationship between the general director, the board of directors and himself. Each board meeting is an appropriate 

format for such exchanges of concern, keeping in mind the biblical principal for expressing concerns for another 

brother or sister in the Lord. A yearly evaluation will be made to determine if the job description for the assistant 

director’s ministry is meeting the expectations of the assistant director, the general director and the board of 

directors. 

 

CHARACTER TRAITS NEEDED: 

 

The assistant director needs to be a person: 

 

Who sees the assistant director’s job as more than just a caretaker of Mountaintop Retreat. 

 

Who can communicate and mixes well with people of all ages. 

 

Who is willing to step out of his comfort zone. 

 

Who is teachable and willing to listen. 

 

Who is a self-starter, does not require constant supervision. 

 

Who is able to work alone and/or alongside other people.  

 

Who is able to participate in discussion but does not expect his ideas to be the only ones that count. 

 

Who is able to envision the big picture when it comes to accomplishing small tasks. 

 

Who is able to work with the attitude that God is the one looking on as the one in charge.  

 
Dated:  __________________   Year:  ______________ 

 

For Mountaintop Retreat OFBC Inc. By signing you agree to and will abide by the terms and conditions of this job 

description.  

 

_________________________________   _____________________________________ 
                    Kenneth Easton                                                    Jennifer Easton 
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