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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 is the country’s premier and internationally-acclaimed residential arts high school which 
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 pursuing Music, Theatre, Dance, Visual Art, Creative Writing, Film & 
Digital Media, InterArts, and Fashion Design. 
 
The Idyllwild Arts Summer provides high caliber arts instruction and memorable arts immersion workshops to a diverse 
student population of all ages and abilities.  The Summer program provides children, teens, adults and professional artists 
intensive practical instruction in all the visual arts and performing arts – sculpture, painting, photography, ceramics, 
jewelry, Native American arts, film & digital media, fashion design, dance, music, theatre and creative writing. 
 
Our picturesque campus is set on 205 acres of pristine pine forest located in the renowned arts village of Idyllwild in 
Southern California’s San Jacinto Mountains.  At an elevation of 5,200 feet, Idyllwild Arts is within 2 hours of Los Angeles, 
Orange County and San Diego. 
 
 
 
OPPORTUNITY:  Executive Assistant to the Senior Vice President, Advancement 
LOCATION:   Idyllwild, CA   
REPORTS TO:   Senior Vice President, Advancement 
STATUS:   Full Time – Non-Exempt 
SUPERVISES:   None 
 
POSITION OVERVIEW 

The Executive Assistant to the Senior Vice President, Advancement acts as a discreet, professional, high level 
administrative assistant in the Idyllwild Arts Development Department.  This position will play a central role in the high-
level cultivation/stewardship functions of the Institutional Advancement (IA) Division as well as in support of the school’s 
key relationships, Board of Trustees, Leadership Team, Faculty, Staff, Alumni, Parents, Current and Prospective Donors, 
and Community and Institutional/Strategic Partners. 

GENERAL DUTIES 

The Executive Assistant to the Senior Vice President, Advancement, reports solely to the Senior Vice President, 
Advancement (SVPA). Areas of responsibility include: 

 Manages schedule, domestic and international, including all travel and related appointments.  

 Handles a variety of projects and is responsible for confidential and time sensitive material.  

 Strong interpersonal interactions, working effectively with all levels of internal management, staff, faculty, students 
and Board Members. 

 Compiles Presidential, Event and other Briefing documents. 

 Proofreads various department documents, event programs, letters, etc 

 Composes routine and advanced correspondence including letters, emails and reports. 

 Prepares Check Requisitions as needed.  Reconciles all Expense Reports. 

 Maintain files, electronic and paper correspondence and other records. 

 Schedules donor, prospective donor and fundraising appointments.          

 Provide logistical support, attend, and track all official business and records for meetings; 

 Develop and manage communications including database updates in Raiser’s Edge; 

 Research, compile, draft, edit, and proofread correspondences, documents, presentations, proposals, and reports; 

 Coordinate cultivation meetings and events on-campus and off-campus involving donors, students, and 

executives, and coordinate all logistics including venue, catering, and expense reconciliation; 

 Ensure accurate data and next steps are acted on and completed,; 

 Provide miscellaneous administrative and logistical support as needed. 
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MINIMUM QUALIFICATIONS 

Strong written and oral communication skills. Thorough knowledge of office management, suite of Microsoft office 
products, google mail, calendar and drive, Zoom video conferences, experience with or ability to learn CRM database 
operations (Raisers Edge preferred). Highly detail oriented. 
 
LEADERSHIP QUALITIES 

 Respects the guidelines, goals and ethical standards of Idyllwild Arts Foundation. 

 Works effectively independently and with teams 

 Proven track record making good judgement  

 Able to diplomatically and tactfully solve problems while working with multiple constituencies, demands and 
deadlines  

 Sensitive to cultural, gender, and economic diversity. Sensitive and able to work effectively with high net 
worth individuals. 

 
PREFERRED QUALIFICATIONS 
 

 Highly developed written, verbal, organizational, analytical, communication, and interpersonal skills. 

 High level of professionalism and confidentiality is crucial. 

 Knowledge of Independent Schools and Arts Education 

 Appreciation for Design Practices 

 Ability to work independently and work on a team in a fast-paced environment. 

 Software proficiency with Microsoft Office - MS Word, MS Excel, MS Outlook, Raiser’s Edge, Adobe, 

PowerPoint and ZOOM preferred. 

 Generate clear ideas, concepts and designs of creative assets from beginning to end. 

 Experience collaborating with/working with/servicing a diverse population preferred 

 
 PERSONAL QUALITIES 

 Acts as a model of integrity & respects donor confidentiality  

 Has a sense of humor and keeps things in perspective  

 Exercises patience and good, active listening skills  

 Flexible and keeps a positive attitude 

 Highly attentive to details 

 Strong writing skills, strong phone skills and presence 
 
EDUCATION/EXPERIENCE 
 

 Bachelor’s degree required 

 Master’s degree preferred 

 
OTHER REQUIREMENTS 
 
Ability and desire to work in the Idyllwild community, Riverside County, and commute a reasonable distance that 
does not impede on-time arrival during winter months. OR, candidate may reside in Los Angeles area and 
telecommute. 
 
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 screening questionnaire/test. 
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PHYSICAL DEMANDS/WORK ENVIRONMENT 
 
   While performing the duties of this position an incumbent is required to:  
 

 Regularly remain sedentary for long periods of time in meetings and while processing information and paper 
work both manually and on a computer. 

 Specific vision abilities include close, distance and color vision perception and the ability to adjust eye focus. 
Reaching with the hands and arms and use of hands to finger, type, and manipulate a computer keyboard 
and mouse is required.  

 Additionally, the incumbent 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. 

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

 
 
 

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 November 29, 2019 

Email to: employment@idyllwildarts.org 
 

Idyllwild Arts is an Equal Opportunity Employer 
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