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Foundation Administrator Job Description


Job Title:
Foundation Administrator
Prepared Date:
July 20, 2010
Work Year:
260 days, part-time exempt
Reports To:
Foundation Board and Executive Committee
SUMMARY: The Foundation Administrator has overall responsibility for the operation of the Foundation including the development, recommendation to the Board, and implementation of Foundation programs; the development and implementation of grantmaking efforts; the development and implementation of administrative systems; the representation of the Foundation to community organizations, the business community, and the news media; and serving as staff to the Board.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Raise funds through grant writing that aligns to the mission of the Foundation;

· Raise funds through business contacts and private donors;

· Raise funds through employee payroll donations;

· Develop and manage donor database;

· Administer the stated giving programs of the Foundation to support quality education and enrichment opportunities for students and staff in Adams 14;

· Plan and execute public celebrations of successful Foundation programs;

· Communicate with the Foundation Board to provide monthly reports on financial and program successes;

· Develop reporting mechanisms for grant recipients to monitor the achievement of grant objectives within financial and programmatic guidelines;
· Communicate regularly with Adams 14 staff to provide information about the Foundation and to solicit support of Foundation programs;
· Assure the accurate and timely distribution of authorized funds to grantees;

· Prepare the annual Foundation budget;

· Arrange for ongoing strategic planning with Board Executive Committee to evaluate goals, objectives, and priorities of the grantmaking process of the Foundation;
· Oversee compliance with local, state, and federal laws necessary to keep the Foundation in good standing and maintaining its legal status.

The administrator shall be hired “at will” and shall be evaluated annually by the Executive Committee in consultation with the Board of Directors. The position is part-time exempt.
The above statement is not to be considered an exhaustive description of the duties which may be required in the position. Other duties may be assigned as needed.
EDUCATION AND TRAINING: Bachelor’s degree or equivalent experience in non-profit management, human services, public administration, business administration or related field.

EXPERIENCE: At least two years experience in education fundraising, non-profit management or related field.
SKILLS:  Integrity, tact, analytical and reasoning skills, problem solving skills, good interpersonal skills, agility to manage multiple assignments, knowledge of the community served by the Foundation, a quick study, a team player, excellent oral and written communication skills.
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