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 FRONT OFFICE ASSOCIATE/SPECIAL PROJECTS MANAGER: JOB DESCRIPTION 
Spring 2019 

 
The Sonoran Desert Inn & Conference Center (SDCC) is a not-for-profit lodging and event venue in Ajo, 
Arizona, located on the historic Curley School campus. Housed in the former elementary school, the SDCC 
hosts groups for conferences, workshops, retreats, reunions, and weddings, as well as individual travelers. 
In addition, we host frequent community events and an artist-in-residence program, the Sonoran Arts 
Residency, which draws visual and performing artists from across the country and around the globe.  
 
Since opening in 2015 we have hosted thousands of individuals and dozens of groups, earned a 5-star 
rating and an annual Certificate of Excellence on Trip Advisor, and played a vital role in the revitalization 
of this former copper mining town.  Our staff has grown from just two people to a team of 14. We aren’t 
simply an inn; we are a destination, a gathering place, and a centerpiece of Ajo’s growing creative 
economy. For more information, visit www.sonorancc.com.  
 
In 2019, we will be adding a new position to our team. The ideal candidate will serve full-time (40 
hours/week), in two key capacities: as a Front Office Associate (25-30 hours/week), and as a Special 
Projects Manager (10-15 hours/week).  We are seeking someone professional, energetic, friendly, 
articulate, proactive, organized, and responsible, with customer service and/or hospitality experience, as 
well as skills and passion for one of our Special Project areas. 
 
We would consider hiring the right candidate in a part-time (25-30 hour/week) capacity for only the Front 
Office Associate role. 
 
As a Front Office Associate, this individual will serve as the welcoming face of the Inn and oversee front-
of-house operations during their shifts, including: 

 Staffing the front office (greeting guests, managing check-ins/check-outs, answering phones); 

 Taking and managing bookings through our online booking system and 3rd party booking engines; 

 Taking and reconciling multiple forms of payment; 

 Supporting events, including during some evenings and weekends, and responding to event inquiries; 

 Overseeing our office gift shop and working with 10+ local artists & artisans whose work we sell; 

 Giving tours of the SDCC to guests, visitors and prospective groups; 

 Data entry using MailChimp, our online mailing system, and Microsoft Excel; 

 Managing housekeepers during their daily shifts. 

 
For the Special Projects Manager component of the position, we will shape the responsibilities to the 
candidate’s qualifications and interests. We have 3 areas where we are seeking support and expertise: 

1) Marketing & Outreach: oversee social media and print materials; support Directors in outreach to 
prospective groups; pitch media pieces and act as a liaison to the media and visiting journalists; OR 

2) Maintenance: oversee day-to-day maintenance of historic 70-year-old buildings and grounds, 
including planned preventative maintenance, day-to-day fixes, occasional emergency repairs; OR  

3) Event Coordination and Hosting: work closely with the Directors in organizing logistics for events; 
serve as the SDCC host at on- and off-site meals and activities; work with local speakers, artists, chefs 
and others to coordinate their elements of events. 
 

The individual will take on ONE of these special projects in addition to the Front Office Associate role, not 
all three. 

http://www.sonorancc.com/
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General Qualifications: 
- Excellent customer service - warm, welcoming, and professional; 
- Strong administrative skills; 
- Knowledge of Ajo (businesses, tourist attractions, resources, history) / willingness to learn; 
- A passion for being a part of the development and growth of Ajo as a destination; 
- Excellent on-the-spot problem-solving skills; 
- Proficient in Microsoft Office (Word, Excel) and Google products (docs, calendar, sheets, etc.); 
- Strong systems thinker and adopter; 
- Experience managing staff and working with a team; 
- Flexible hours, including availability on evenings and weekends; 
- Ability to multitask; 
- Hospitality experience and Spanish language skills are a plus; 
- Preference given to year-round Ajo residents. 
 
Skills for special projects will depend on the nature of the candidate and the special project of interest. 
 
Terms: 

 40 hours/week, ideally starting in April 2019 but with some flexibility on start date; 

 Possibility of part-time hours for someone interested in just the Front Office Associate role; 

 Pay commensurate with experience; 

 Generous benefits package includes: health insurance, 4 weeks vacation, and paid sick time; 

 Option for up to 6 weeks unpaid summer leave for travel during the hottest time in the desert. 
 
Interested candidates should submit a cover letter and resume to info@sonorancc.com. For candidates 
interested in re-locating to Ajo for this position, an affordable housing opportunity may be available at 
the neighboring Curley School Artisan Apartments. 
 
SDCC is a supporting not-for-profit of the International Sonoran Desert Alliance (ISDA). The Equal 
Employment Opportunity Policy of ISDA is to provide a fair and equal employment opportunity for all job 
applicants regardless of race, color, religion, national origin, gender, sexual orientation, age, marital 
status or disability, or any other protected characteristic as established by law. ISDA hires and promotes 
individuals solely on the basis of their qualifications for the job to be filled. 
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