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         JOB OPPORTUNITY  

 
  The mission of the Idyllwild Arts Foundation is changing lives through the transformative power of art. 
 
The Idyllwild Arts Academy provides pre-professional training in the arts and a comprehensive college preparatory 
curriculum to a diverse student body of gifted young artists from all over the world. 

 
The Idyllwild Arts Summer Program provides arts instruction and experiences of the highest caliber to a diverse student 
population of all ages and abilities. 
 
Idyllwild is a small town located at over 5,000 feet on the western slopes of California’s San Jacinto Mountains.  Even 

though it seems far from the hustle and bustle of city life, the town and campus frequently hosts music festivals, 

prominent speakers and artists, and community events.  Also, it is only two hours by car to Los Angeles and San Diego.   

OPPORTUNITY:  Director of Marketing and Communications 
LOCATION:   Idyllwild, CA   
REPORTS TO:  Head of School/President 
STATUS:   Full-Time Exempt 
SUPERVISES:  Marketing 
 

The Director of Marketing and Communications oversees IAF’s internal and external communications to enhance the 

visibility of the school and strengthen the relationships between the school and its constituent groups, including 

prospective families, alumni and friends of the school. The school has recently launched a new website and logo, as such 

greater emphasis will be placed on developing and implementing the school’s communications plan and managing the 

publications, media relations, special event publicity, and online platforms. A strong candidate is innovative, energetic, a 

self-starter and an effective collaborator. 

The primary role of the Director of Marketing and Communications is to manage the voice of the school and ensure that 

communications accurately reflect the school’s commitment to educating young artists. This position works closely with 

the Head of School/President, the Director of Enrollment Management and the Chief Development Officer.  

Essential Duties and Responsibilities 

 Direct the school’s internal and external communications and marketing efforts. 

 Manage all aspects of the school’s communications and marketing plan, including print and online 
communication, event publicity, and media relations. 

 Develop and manage an integrated social media presence. 

 Maintain and update school website. 

 Develop strategies to promote the school’s vision online, as well as other media, events, publications, and visual 
and printed messages. 

 In collaboration with other senior administrators, develop key messages for multiple constituencies, such as 
admissions publications, marketing materials and campaign pieces. 

 Ensure communication quality and consistency across various functions of the school. 

 Oversee the coordination of graphic design, advertising, photography, videography, writing, editing, and online 
content. 

 Direct strategic publicity for special events that enhance the school’s visibility and affinity among its constituent 
groups, including prospective families, current families, alumni and friends. 

 Oversee schedule and content of communications with families, including weekly newsletter and special 
announcements. 

Specific Skills and Abilities 

 Flexibility and creativity in a fast moving work environment 

 Ability to think strategically about communications objectives and how to meet those objectives 

 Demonstrated success in managing multiple projects with shifting priorities and competing deadlines 
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 Knowledge of web content management systems, such as Wordpress 

 Familiarity and dexterity with social media platforms, including Facebook, Twitter and Instagram 

 Strong proficiency in technology applications including Microsoft Suite and Google Apps 

 Proven graphic design experience with design software including Adobe Creative Cloud software, Photoshop, 
Indesign, and Illustrator 

 Ability to develop, monitor and adhere to budgets and schedules. 

 Exceptional public speaking, writing and editing skills 

 Astute attention to detail 

 Excellent interpersonal skills 

 Cultural competency 
 
Experience/Education 
 

 Bachelor’s degree in journalism, marketing, public relations preferred. Graduate degree in a related field is 
desirable.  

 Minimum of 5 years’ experience in marketing, marketing communications and/or public relations with 
demonstrated success, preferably in the not-for-profit or association sector. 

 
Physical Demands/Work Environments  

 

 Specific vision abilities include close, distant and color vision perception and the ability to adjust eye focus.  

 Reaching with the hands and arms and use of hands to manipulate a computer keyboard and mouse;  

 Must be able to converse in clear English both written and orally, over a telephone and in person, and be able to 
make public presentations.  

 Work hours vary and may include days, nights, and weekends.  

 Occasionally, incumbent may be required to lift up to 25 pounds, traverse uneven terrain, climb stairs while 
moving about campus, bend and stoop, conduct tours, show visitors campus facilities, and provide their own 
transportation for local and remote events.  

 
 OTHER REQUIREMENTS 

Ability and desire to work within the Idyllwild community, Riverside County, or commute a reasonable distance, that does 
not impede on-time arrival during winter months.  Obtain and maintain a valid California Driver License, pass a criminal 
history background check as required by California Education Code Section 44237, and pass a TB test. 

 
Reasonable accommodation will be considered to enable individuals with disabilities to perform the essential functions of this job. 

Interested candidates should send a CV/Resume 
(PDF or Word doc format, only) and a letter of interest addressing   

their skills, abilities and experiences relevant to this opening. 
 

Deadline for submittal January 30, 2018 
Email to: employment@idyllwildarts.org 

 
Idyllwild Arts is an Equal Opportunity Employer 
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