Atlanta AIDS Partnership

Position Description

POSITION:  Program Associate, Atlanta AIDS Partnership 
The Program Associate, Atlanta AIDS Partnership, is responsible for both project coordination and administrative support to the overall work of the Atlanta AIDS Partnership. In addition, this position is responsible for research and data analysis related HIV/AIDS. The position requires experience in or knowledge of foundations and the nonprofits sector, knowledge and experience in effective community organizing and community mobilization techniques.   

The Program Associate must have strong oral and written communication skills, the ability to work independently, critical thinking skills and a comfort interacting with diverse audiences.  
AREAS OF RESPONSIBILITY
Marketing Communications

· Write regular website and Facebook updates sharing information about the status of the partnership, success stories, public appeals, etc.

· Compile and compose grant applications

· Develop briefing materials for volunteer leadership, funders, etc. using Word, Outlook and PowerPoint.

· Act as a strategic initiative liaison to The Community Foundation staff for pertinent information 
· Respond to letters, e-mails and phone calls requesting information

· Coordination of orientation sessions, meetings, and special events

Information Management

· Accurate data entry, database management and production of reports in FIMS (Foundation Information management System), the information management system utilized by The Community Foundation
· Tracking of budgets, grants, etc. using Excel

Research & Evaluation

· Assist with research relevant to initiative
· Assist in monitoring program benchmarks and evaluations
· Conduct and prepare occasional research reports on specific community needs 
Grantmaking

· Support the Atlanta AIDS Partnership grantmaking 

· Support special strategic grantmaking
· Provide information and assistance to applicant organizations concerning the appropriate grantmaking policies and procedures 

Fundraising

· Indentify and research grant opportunities for strategic grantmaking

· Maintain a pipeline of potential grants for the Atlanta AIDS Partnership and its members

· Respond to and track requests for information from donors

Miscellaneous Responsibilities

· Provide support as needed to the Director

· Provide staff support to assigned special projects operating; meeting preparation; accounts payable & receivable; prepare consultants contract agreements and monitor administer payment for consultant’s fees
· Provide support to volunteer leadership in preparing for meetings including meeting logistics, coordinating complex calendars, taking meeting notes, disseminating agendas and post-meeting communications
Qualifications:

· Strong verbal and written communications skills
· The ability to coordinate and administer multiple tasks is essential.  

· Strong interpersonal skills able to accommodate a high level of interaction with foundation staff and diverse publics 

· Bachelor’s degree in social services, public policy, or related fields preferred.

· Strong technology skill set required. (MS Word, MS Excel, PowerPoint, Outlook, etc.)

· Ability to conduct basic research, data synthesis and reports 

· Minimum five years’ work experience

· Education and experience in public health, human services and/or community development a plus
· A good understanding of how nonprofit organizations operate

· Strong analytic and communication skills, ability to write clearly and succinctly under time pressure and to make well organized verbal presentations

· The successful candidate will be a smart, high-energy, self-motivated and self-confident person
Compensation: 

Salary and benefits commensurate with experience.  

To Apply:
Submit Cover Letter, Bio and *writing sample to aapfleadership@atlcf.org. NO WALK-INS OR PERSONAL CALLS WILL BE ACCEPTED!
*Writing sample should be no longer than three pages.
