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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:  Coordinator, Housing & Services, Summer & Auxiliary Programs 
LOCATION:   Idyllwild, CA   
REPORTS TO:  Assistant Director, Facilities & Programs, Summer & Auxiliary Programs 
STATUS:   Full Time – Exempt 
SUPERVISES:  None 
 

Responsible for all aspects of faculty and adult student housing for Summer & Auxiliary Program and supports housing 

needs for Academy throughout the year. Successful candidate will be comfortable with technology-based tools for 

conducting tasks, relying primarily on the S&AP’s online registration and management software (currently CampMinder) 

and the suites of tools published by Google and Microsoft 360.  

 

Tasks include timely and clear communication with audiences, working with vendors to negotiate fair prices and 

trafficking contracts. Provide general information about the school, Idyllwild, and campus activities and events to faculty 

and adult students. Oversee housing needs for customers for Adult programs, Family Week, Auxiliary programs and for 

faculty, including assigning accommodations. Assist the S&AP staff in planning, execution and implementation of all 

programs year-round.  Help prepare and organize registration, classes, workshops, events calendar and events staging. 

Under direction of Assistant Director, Facilities & Programs, Summer & Auxiliary Programs, create, traffic and distribute 

digital and print marketing and advertising materials, work with vendors on printing and distribution, update and maintain 

S&AP website, and implement communication and marketing strategies.  

 

Support year-round recruitment efforts for Idyllwild Arts Academy, Summer Program and Auxiliary Programs, including 

independently managing registration and staffing for recruitment fairs, as well as staffing recruitment fairs locally and 

nationally. Assist Vice President and Assistant Director with employment contracts. Provide administrative assistance as 

needed to S&AP staff and perform general office duties. Responsible for other duties as assigned by the Vice President 

and the Assistant Directors. 

ESSENTIAL FUNCTIONS 

 Organize, prepare and maintain databases for housing, advertising, marketing and vendor contacts. Solely 
responsible for maintaining and fulfilling house requirements and preferences for faculty and adult students. Work 
with housing vendors to ensure that faculty rental houses are opened, cleaned and ready for occupancy. 
Facilitate a smooth transition between incoming and outgoing faculty residents, and communicate in a timely 
manner with incoming faculty to provide information about their off-campus houses. Expected to be on-call 
whenever Summer or Auxiliary Programs are in session. 

 Assist in the preparation of communication, advertising and marketing materials throughout the year, including 
web and print catalogs, course descriptions, faculty information, emails and customer communications. 

 Create and process S&AP instructor and employee contracts, ensure employee compliance and information 
accuracy, and serve as liaison to IAF Human Resources office.   

 Work with the IAF Housekeeping and Maintenance to ensure adult housing is clean and prepared for customers 
in a timely manner. Provide help and service for all reasonable requests made by faculty and adults housed by 



Coordinator, Housing & 
Services, Summer & Auxiliary 
Programs          Page 2 of 2 
 

 

IAF. This may include assessing needs and requesting additional bedding or furniture for individual rooms, and 
assisting with and confirming the preparation of guest rooms.   

 Assist with and support ongoing recruitment for Summer & Auxiliary Programs and Academy 
 
 

RESPONSIBILITIES/DUTIES 
 

 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  
 
SKILLS AND KNOWLEDGE 
 

 Intermediate to advanced level ability in using Microsoft Office programs.  

 Must be comfortable with technology and technology-based tools for managing work.  

 Excellent written and verbal communication skills and comfort with public speaking.  

 Commitment to excellent customer service, including remaining calm and friendly in fast-paced environment.  

 Superior organizational skills and attention to detail.  

 Ability to multi-task and proven independent judgement.  

 Knowledge of Idyllwild community or willingness to learn preferred 
 

Education/Experience 
 

 Minimum 2-year degree with professional work experience. Bachelor degree from an accredited college or 
university preferred  

 2-5 years work experience in a professional setting. 
 

PHYSICAL DEMANDS 
 
While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The employee frequently 
is required to use hands to finger, handle, or feel.  The employee is occasionally required to stand, walk, and reach with 
hands and arms, lift up to 25 lbs. Ability to walk over uneven terrain on campus. 
 
 
QUALIFICATIONS 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may 
be made to enable qualified individuals with disabilities to perform the essential functions of this position. 
 
 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 October 31, 2019 
Email to: employment@idyllwildarts.org 

 
Idyllwild Arts is an Equal Opportunity Employer 
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