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CHARITABLE FOUNDATION





Executive Associate, Vice President of Community Impact
Date of Last Revision:  1/3/2017
Title Group:
Associate   • supports people, a function or group of processes within a department 


                    • has no responsibilities for performance management of staff


Department: Community Impact

Reports to: 
VP of Community Impact

Status:
Full-time | Non-exempt
Position Summary

Primarily Advances Strategic Goal:  Increased Community Impact
Provides executive level administrative support to the Vice President of Community Impact and assigned Department Directors and Senior Program Officers; including administrative support for Community Impact Initiatives. 

Essential Job Functions and Responsibilities

· Develop and manage the Vice President for Community Impact’s overall schedule, including internal meetings, in-state and out-of-state travel, and meetings with nonprofit and opinion leaders, key donors, or other events

· Arrange and/or prepare for meetings, speeches, and events; ensure prompt follow-up actions as needed; attend certain meetings and events with the Vice President for Community Impact
· Prepare and maintain briefing materials for Vice President for Community Impact’s daily schedule including items such as background information, logistics, directions, and remarks.  Organize and manage electronic and hard copies of documents, publications, reference notebooks, and other materials for efficient use by the Vice President for Community Impact and her direct reports as assigned
· Provide administrative support to the Vice President for Community Impact and assigned Directors and Senior Program Officers, including management of expense reports, credit card statements, mail, correspondence lists, update outlook contacts, filing and recordkeeping and other items or special projects as requested 

· Coordinate Department functions, including compiling and preparing monthly Board materials, annual budget submission, quarterly budget review and monitoring, lobbying activity reporting, and vacation schedules
· Prepare high quality internal and external documents and presentations -- includes light research, writing, proofreading

· Exhibit the highest degree of professionalism, discretion, and responsiveness when interacting with a wide variety of internal and external stakeholders

· Participate in special projects and perform other tasks as assigned
Essential Knowledge, Skills, and Attributes

· Clear understanding of the Foundation’s mission and purpose

· Knowledge of overall Foundation structure and work (statewide/regions)

· Strong relationship and customer service skills, internally and externally

· Professional, effective written and verbal communication skills

· Ability to organize multiple tasks/projects, as well as prioritize tasks within projects

· Attention to detail and ability to work under deadline pressure

· Ability to work comfortably in a fast-paced environment, flexible to changing needs
· Ability to work responsibly with Foundation partners to systematize commitments and resolve scheduling conflicts and competing priorities

· Ability to learn new technology and tasks quickly

· Ability to handle sensitive and confidential information with discretion and judgment

· Ability to be self-directed and work well independently, as well as work in teams

· Embraces accountability and takes ownership of work; proactive with ideas and feedback

· Belief in the mission and purpose of the New Hampshire Charitable Foundation

Job Characteristics

· Shared office environment based in Concord, NH

· May require long periods of time at a computer

· Night and/or weekend work may be required

· Travel around the state may be necessary; may require travel to conferences with overnight stays   

Essential Qualifications

· A minimum of three years relevant experience providing executive level administrative support
· Experience in a wide range of technology and ability to learn new technologies quickly; including Raisers Edge, Go To Meeting, and conference calling

· Strong computer and technical skills, including MS Office products, email, word processing, spreadsheets, Internet, and routine database activity

· Highly organized, efficient, and flexible

· Strategic thinker with the ability to work on long and short range events/projects. 

· Skilled relationship builder with strong professional presence

· Proven ability to collaborate well with others in a wide variety of internal and external settings and situations

· Superb judgment, initiative, and interpersonal skills; ability to work with and manage highly sensitive or confidential information

· Excellent research, writing, editing, and document preparation skills

· Belief in the mission and purpose of the New Hampshire Charitable Foundation
· Valid driver’s license

Organizational Life 

· Participates in the Foundation’s organizational life, including department management, improvement teams, and events as required

· Positively demonstrates the values and contributes to the culture of the Foundation

· Demonstrates a commitment to community and the well-being of New Hampshire

· Interacts professionally with other employees and external stakeholders

· Works effectively as a team contributor on all assignments

· Follows all company policies and procedures, as well as all local, state and federal laws concerning employment

· Contributes to a safe and productive environment

Travel

This position is based in Concord, New Hampshire.  Occasional attendance at evening and daytime events around the state required.

Essential job functions and requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job. However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, responsibilities or working conditions associated with the position.  This job description is general and may evolve over time.  The description is subject to periodic updating.  At management’s discretion, the employee may be assigned different and/or additional duties or responsibilities.
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