
NATIVE ARTS PROGRAM COORDINATOR 
QUESTIONS? 

Contact Megan McIntyre 
Summer Program 

951.659.2171 x2369 
meganm@idyllwildarts.org 

 
 

GENERAL RESPONSIBILITIES 
 
The Native American Arts Coordinator reports to the Director of the Adult Arts Center and manages the daily 
operation of the Native American Arts courses. The goal of the Coordinator is to ensure the smooth and 
efficient operation of all classes and activities and the satisfaction and comfort of students and faculty 
members. 

 
SPECIFIC DUTIES 
 

1. Set up classrooms including equipment, supplies, tables and chairs. 

2. Inventory on a weekly basis all class equipment and supplies. 

3. Greet incoming faculty and assist them with classroom location and keys. 

4. Prepare and purchase materials and supplies, correspond with faculty prior to class. 

5. Process departmental paperwork for the accounting office. 

6. Submit requests for van use, catering, and housekeeping needs. 

7. Assist the Parks Exhibition Center Manager as needed during weekly opening receptions. 

8. Visit classes at least twice each day to assist with any faculty needs. 

9. Photograph classes, compile online photo library and send link to students. 

10. Build supplies and equipment as needed including weaving looms, etc. 

11. Assist faculty as needed at pottery firings. 

12. Troubleshoot as needed for students and faculty. 

13. Collect and process supply charges at the conclusion of weaving classes. 

14. Assist with Native American Arts Festival lectures and demonstrations. 

15. Other duties as assigned by the Director of the Adult Arts Center or Assistant Director of Programs. 
 

QUALIFICATIONS 
High school graduate with at least two years of college. The candidate must have strong organizational skills, 
and should be responsible, hardworking, self-motivated and have the ability to work well with a variety of 
people including students, faculty and other staff members. Promptness, attention to detail and deadlines, and 
the ability to work quickly under pressure with little supervision are essential. Experience with public program 
implementation preferred. Visual arts major and active participant, experience working and teaching in varied 
media such as painting/drawing, ceramics, sculpture is a plus. Computer skills necessary including word 
processing, data bases, use of Internet. Excellent physical condition necessary. Must have the ability to lift and 
carry heavy objects and studio equipment, and perform light maintenance duties. 

 

PAY 
The Native American Arts Coordinator works May 30 – July 12 with meals and housing included. Summer staff 
members are classified as employees by the IRS and the State of California so federal and state taxes are 
withheld from all paychecks. 
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