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Position Description

Position Title: Program Associate, Neighborhood Fund

Responsibilities:

The position of Program Associate for the Neighborhood Fund (NF) Program is a highly responsible one, requiring strong administrative, coordinating, interpersonal, and programmatic skills.  The person in this position is responsible for supporting the NF Program Officer and providing oversight of all administrative functions associated with the day-to-day operations of the NF in its support to neighborhood groups and leaders.  This individual ensures an effective and efficient operation and reports directly to the Neighborhood Fund Program Officer.

The Program Associate must have strong oral and written communication skills and the ability to work independently.

Specific Duties and Responsibilities:

I. Grants Administration and management

· Manage data entry and tracking of grant applications

· Enter applicant information in FIMS (Foundations Information Management System)

· Manage communications to grant applicants (inquires, awards, grant agreements, etc.)

· Prepare spread sheet for allocation of grants

· Initiate and track processing of grant checks with Finance Department

· Track end-of-grant reports

· Inform other program staff of pertinent information related to grants process

· Ensure timely update of grant application activities in FIMS

II. Administrative Coordination

Responding to inquiries about the Neighborhood Fund and its programs and giving clear and concise information

· Manage schedule of the NF Program Officer which includes, daily appointments, meetings and workshops and ensure that the schedule is regularly updated and maintained

· Manage logistics for Neighborhood Fund Advisory Committee meetings, including taking and mailing meeting notices, reminder calls to determine attendance; and preparation of meeting materials which are mailed prior to scheduled meetings

· Manage mailings for workshops and assist in marketing the workshops to the wider community

· Serve as the primary liaison between the NF and Finance Department responsible for documenting all invoices and processing them for payment, collection of workshop and other fees; deposit of those fees according to established procedures collection 

· Manage all clerical functions associated with the operation of the NF including general filing, maintaining appropriate stocks of office supplies and appropriate materials and equipment 

· Keep the NF website updated and current with ongoing NF information and activities (jointly with Communication Associate) 

· Mail applications to prospective applicants 

· Acknowledge and record all applications

· Create and maintain an NF database

· Schedule sessions and arrange logistics; collect attendance records and evaluation forms after each session

· Assist NF Program Officer and neighborhood group leaders to coordinate activities for annual Reception

· Perform receptionist duties as needed

III. Technical Assistance

· Coordinate and convene Technical Assistant Providers

· Collect and document invoices for Technical Assistance Providers and process them for payment

· Troubleshooting 

IV.
Program Coordination 

· Represent NF Program Officer when necessary Assist in coordinating the Neighborhood Leadership Institute, including tracking attendance, coordinating logistics, and assisting facilitators 

· Assist in coordinating the Family Investment Cycle, including coordinating community meetings, working with neighborhood residents, and attending various trainings

· Assist Program Officer in NF grantmaking activities, including conducing initial inquires, site visits, and write-ups on prospective grantees 

Qualifications, Skills and Experience

· A minimum of an Associate degree, Bachelors recommended in the following fields:  Social Work, Public Policy, Urban Studies, Sociology, Psychology, Community Development or human service related field

· At least three years experience as an administrative assistant or office manager

· Knowledge in Community Development, particularly metro Atlanta

· Experience in event planning

· Comfortable interacting with diverse populations

· Experience in grassroots organizing

Compensation and Benefits

This position is a full-time staff position.  Evening and Saturday activities are an essential part of work of the Neighborhood Fund.

Compensation for this position will be reviewed annually, with increases based on merit and performance.  The position's occupant will be eligible to participate in The Community Foundation's Employee Health and Benefits Plan as set forth in adopted and amended personnel policies.

The Community Foundation is an equal opportunity employer and will not discriminate against employee or applicant in a manner that violates the law.
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