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PROGRAM ASSOCIATE
POSITION DESCRIPTION

The Program Associate plays a key supporting role in managing foundation relations (with funders who support ACF), supporting ACF’s grantmaking programs, and implementing the Conservation Internship Program (CIP). The Program Associate works closely with both ACF’s program and philanthropy staff to help ensure the aforementioned strategies are well-coordinated and effective.  The Program Associate reports to the Deputy Director.  The responsibilities of the position include:

Foundation Relations Support
· Works with the Deputy Director to write and submit all foundation operating support requests and reports, and completes other proposals and reports as assigned.

· Manages schedule of due dates for all foundation applications and reports, and ensures program staff receive regular updates on proposals and report deadlines.

· Provides a continuum of grant administration support to program staff including but not limited to writing and processing all foundation thank you letters.

· Works with the program staff to ensure proper maintenance of files for grants received.

· Assists the Deputy Director to maintain schedule of contacts with funders.

· Stewards donors and assists in ACF fundraising projects as assigned.

Grantmaking support
· Manages initial grant inquiries, and directs grant requests to appropriate staff.

· Maintains the GIFTS grantmaking database to ensure that all grant and grantee information is kept current and runs grantmaking reports as assigned.

· Processes and files grant payments and contracts, grant reports, notices of overdue reports and general grant correspondence.

· Maintains communications with grantees regarding application and reporting requirements and deadlines as assigned.

Conservation Internship Program (CIP) support
· Works closely with the Program Officer to help plan and implement the program.

· Supports the host organization selection process.

· Leads applicant recruitment efforts to include outreach to universities and partners.

· Leads the intern application coordination and review process through to placement, to include managing database.

· Processes host organization grant awards and intern agreements.

· Coordinates intern orientation, brown bag lunches, etc.
· Serves as the point of contact for host organizations, applicants and interns placed.

· Assists with program fundraising efforts and funder reports as assigned.

Commitment to Organization
· Embraces working as part of a team, both as a leader and in a supporting capacity

· Adheres to the highest ethical standards

· Takes initiative to find solutions when presented with problems

· Seeks opportunities for growth and innovation

· Promotes bold ideas and is not afraid to fail

· Listens to and appreciates different points of view

· Demonstrates understanding and empathy toward others

· Exercises discretion in handling personal confidential information

· Reflects an optimistic and positive attitude

MINIMUM QUALIFICATIONS

· Commitment to the mission and goals of ACF (listed at www.alaskaconservation.org)

· Excellent oral and written communication skills

· Experience working with MS Word, Access, Outlook, Excel and PowerPoint software

· Strong organization and time management skills

· Ability to meet deadlines, manage multiple projects, and prioritize tasks

· Common sense, flexibility and teamwork skills with an ability to exercise independent judgment and initiative

· Professional, positive and approachable attitude and demeanor

· Three or more years related work experience, preferably with a nonprofit organization

Salary and Benefits
ACF’s salary and benefits are highly competitive within the nonprofit field. We offer substantial retirement benefits, including 403(b) and SEP/IRA retirement, four weeks of vacation (three weeks first year), paid holidays, health and dental benefits.

To Apply


Alaska Conservation Foundation is an Equal Opportunity Employer. Please provide a cover letter outlining your interest and experience, plus a resume (references and writing samples upon request).

Please submit applications via email to Ann Rothe, Deputy Director, to acfinfo@alaskaconservation.org. We will confirm receipt of your submission by email.

The application deadline is July 26, 2010.

Thank you for considering joining the ACF team!

441 West 5th Avenue, Suite 402  Anchorage, AK 99501

P (907) 276-1917  F (907) 274-4145


www.alaskaconservation.org
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