The Community Foundation For Greater Atlanta
POSITION:  
Program Associate, Regional Impact
The Community Foundation for Greater Atlanta strengthens its region by providing quality services to donors and innovative leadership on community issues. The Foundation’s vision is to build philanthropy throughout its 23-county service area.  

The Program Associate is expected to provide a high-level of both administrative and programmatic support. About 30% clerical and administrative is given to support to the Director, Regional Impact. In addition, the individual is accountable for project and grant making coordination for Local Funds, The Grants to Green Initiative, Knowledge Management, Regional Mapping and other assigned regional community initiatives and special projects.  The Associate conducts research, writes reports and works across departments at the foundation in support of others. This is a position that works with multiple and diverse partners, stakeholders, nonprofits, donors and consultants internally and externally to the foundation.

The position requires experience in or knowledge of philanthropy and the nonprofit sector. The individual must be a self-starter, highly organized, flexible, able to multi-task, and has a high-level proficiency in all Microsoft Office applications and database management.  Excellent verbal and written communication skills are essential as well as comfort interacting with diverse audiences.  The individual must exude a positive and helpful attitude that supports accomplishment of shared goals. While the position supports and reports to the Director, Regional Impact, the individual will support other Foundation work and staff.  Experience managing volunteers is a plus. 
Administrative/Internal Coordination

· Support Director, Regional Impact , with administrative needs, including scheduling appointments, drafting correspondence, maintaining files and other clerical duties

· Provide information to potential constituents on initiatives and grant programs

· Respond to letters, e-mails and phone calls requesting information

· Act as a Regional Impact resource to foundation staff for pertinent information 

· Coordinate meetings, orientation sessions, and other events

· Monitor multiple program benchmarks and evaluations

· Track and maintain program budget(s) as assigned

· Manage specified communications tasks as requested

· Work with Grants Administrator pertaining to the data/grants entry, database management and production of reports in FIMS (Foundation Information management System), the information management system utilized by The Community Foundation

· Maintain confidential records 

· Provide word Processing, reports and other forms of written communications

· Collect and document invoices for the department

· Support Regional Impact Consultants as needed
· Provide administrative and coordination support to internal and external groups such as the Knowledge Management Team, Metropolitan Atlanta Youth Opportunities partners, Grants to Green internal and external groups, and others as assigned

Project Coordination

· Development, coordination and implementation of projects as assigned

· Provide information to potential constituents on initiatives and grant programs

· Assist in monitoring program benchmarks and evaluations

· Manage communications as requested

· Collect and document invoices for Consultants and process them for payment
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Grants to Green 

· Plan, coordinate and facilitate grantee orientations

· Serve as foundation liaison to Grants to Green partners

· Ensure that the Grants to Green website page remains current

· Assist in the communication dissemination for Grants to Green 

· Troubleshoot between grantees, partners, evaluators and Director 

· Collect and document invoices for all consultants and process for payment
· Represent the Community Foundation in a variety of local forums

· Develop funding recommendations for grant applications

· Review proposals and evaluate preliminary qualifications of grant applicants 

· Provide staff support to grant and program review committees

Local Funds

· Provide administrative support to the Director and Regional Impact staff to coordinate annual grant cycles, including ensuring all information required is updated, current on the website, widely disseminated, processed timely and orderly

· Plan, coordinate and facilitate Local Fund grantee orientations and site visits
· Provide on-site presence at the Newton Local Fund office on a schedule as agreed upon with Director, Regional Impact

· Support Local Fund special event planning

Research/Analysis

· Conduct research and prepare reports (i.e. donor reports, community issues)

· Work with Director, Regional Impact, Community Partnership, to monitor/track Foundation-wide  performance measures and community indicators
General

· Troubleshoot between nonprofits, consultants, donors and staff

· Liaison between the Director and other foundation staff 
· Back up assistance to the reception desk

· Represent the Foundation in local, state and national forums upon request
· Conduct site visits and in-depth research on the capacities of grant applicants to support all foundation grantmaking programs.

· Develop grant agreements and review interim reports

Qualifications

· Bachelor’s degree in social services, public policy, and related fields 

· Strong communications skills, including the ability to communicate well verbally and in writing

· The ability to juggle and organize multiple tasks is essential

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

· Ability to conduct basic research, data synthesis and reports 

· Minimum three years’ work experience

· Strong technology skills (MS Word, data base management, etc.)

· Education and experience in public health, human services and/or community development a plus.

Compensation:

· To be determined based upon experience and qualifications.  Eligible for health and benefits plan.
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