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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:  Accounting Clerk  
LOCATION:   Idyllwild, CA   
REPORTS TO:  Chief Financial Officer  
STATUS:   Full Time – Non-Exempt 
SUPERVISES:  None 
 
Position Summary: 
 
The Accounting Clerk reports to the Chief Financial Officer and is responsible for timely and accurate processing of 
accounts payable detail and check requisitions; preparing checks for payment, maintaining accounts payable files, 
assisting with accounts receivable, scanning; and other duties assigned. 
 
Essential Functions: 
 

 Process check requisitions and vendor invoices to produce accurate payments (checks). 

 Verify all detail for accuracy, proper approvals and correct account distribution to properly report expenditures. 

 Communicate with vendors, creditors and staff as needed to process detail and obtain proper approvals. 

 Process and print checks and supporting reports using school provided computer software. 

 Assist with Accounts Receivable payment processing and recording. 

 Filing, scanning, and other clerical duties as needed. 

 Other duties as assigned by the Chief Financial Officer. 
 

General Duties & Responsibilities: 
 

 Ability to communicate effectively verbally and in writing  

 Ability to interact with employees and vendors in a professional manner  

 Ability to speak and write English fluently  

 Ability to work independently and with a team in a fast-paced and high volume environment with emphasis on 

accuracy and timeliness  

 Ability to type 45 wpm  

 
Knowledge & Skills: 
 

 Must be well organized and a self-starter  

 Must be able to follow standard filing procedures  

 Detail oriented, professional attitude, reliable  

 Proficient in Excel, 10-key by touch  

 Possess strong organizational and time management skills  

 Strong problem solving skills, basic accounting principles knowledge, documentation skills, research and 
resolution skills, data analysis and multi-tasking skills  

 Thorough knowledge of applicable accounts payable/general ledger systems and procedures, financial chart of 
accounts and corporate procedures  

 Ability to perform mathematical computations such as percentages, fractions, addition, subtraction, multiplication 
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and division quickly and accurately 

 
Educational/License Requirements: 

 High School Diploma or GED  

 College courses in accounting preferred 

 
Working Conditions: 
 

 Office environment with interruptions 
 

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.  Pass a criminal history background check as required by 
California Education Code Section 44237, and pass a TB test. 
 

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. 

 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. 

 
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 April 13, 2018 
Email to: employment@idyllwildarts.org 

 
Idyllwild Arts is an Equal Opportunity Employer 
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