
The Nathan Cummings Foundation

475 Tenth Avenue, 14th Floor, New York, NY  10018

JOB ANNOUNCEMENT

January 2008

PROGRAM ASSISTANT / EXHIBITS COORDINATOR 

The Nathan Cummings Foundation is a national grantmaking organization, rooted in the Jewish tradition, and dedicated to the well-being of all people.  It currently makes grants in four major program areas: Arts and Culture; Health; Jewish Life and Values; and Environment / Contemplative Practice.  It also has an Interprogram initiative that works in conjunction with each of the Foundation’s core program areas to address social and economic justice issues through government, corporate and institutional accountability and the building of social alliances for institutional and systemic change.  The basic themes underlying all of the Foundation’s programs are concern for the poor, disadvantaged and underserved; promotion of understanding across cultures, respect for diversity; and empowerment of communities in need.  (See the website at www.nathancummings.org.)

Areas of responsibility:
The Program Assistant/Exhibits Coordinator’s (PA/EC) primary responsibility is to provide administrative and support services to the Program Director for the Arts & Culture program in the fulfillment of his/her responsibilities to the foundation in developing and presenting dockets and other grantmaking activities. This includes managing the day-to-day administrative work of the program area, including special projects and Board materials and presentations. The PA/EC may be required to travel, attend site visits and other meetings that support the work of the program.  The PA/EC position is intricately involved in the planning and implementation of all elements leading to and following up for art exhibitions and opening receptions held in the Foundation offices.   

Working relationships:

The Program Assistant/Exhibits Coordinator reports to the Program Director for the Arts and Culture program. 

SPECIFIC RESPONSIBILITIES INCLUDE:
Program Docket Support

· Arranges meetings and site visits with prospective grantees
· Researches relevant policy materials and publications

· Participates in professional conferences and meetings

· Reviews application materials and ensures that grantee applications are complete

· Creates and maintains grantee files that meet legal, auditing and Foundation requirements
· Screens telephone calls and respond to program and administrative questions from grantees and potential grantees

· Monitors timelines and tracks grantee materials

· Drafts correspondence, grants letters, and decline letters

· Monitors grant deadlines and payment schedules

· Edits grantee letters of agreement 

· Prepares grantee notification and payment letters, and generate reports
Program Administrative Support 

· Makes all travel and, as needed, other logistical arrangements for speaking engagements, meetings, etc. for Program.

· Takes program phone calls, screens calls, takes messages, responds to inquiries, maintains a phone log, and assists in setting priorities for returning phone calls.  

· Reviews, screens and recommends responses to invitations for Program area.
· Updates and maintains database 

· Maintains computer and general files, including contact lists for program

· Prepares Director’s Expense Reports for reimbursement by the Foundation.

· Drafts responses to correspondence and general thank-you letters.

Board Support

· Works with Program Director to organize and prepare Board materials and presentations

· Schedules conference call meetings for Board Committees

· Assists in organizing and planning Board Education Days

· Takes Minutes at Board Committee meetings, if required

· Responds to general calls from Board members

· Prepares and/or send Board faxes

Exhibits Coordinator

· Works with the Program Director to identify curators/grantees for the Foundation exhibits

· Develops and implements timelines of activities that will culminate in the opening of the foundation exhibits

· Directs and coordinate all exhibit activities to ensure project progresses on schedule and within prescribed budget

· Coordinates with Foundation Systems Department to ensure exhibits are properly displayed on the website.

· Updates and maintains all materials in the Exhibit Manual and Application Packet. 

Qualifications:

The successful candidate will bring the following qualities to the position:

· Outstanding organizational, administrative and analytical skills, with excellent attention to detail;

· a strong interest in, and commitment to, the Foundation's mission and current grants programs;

· solid writing and editing abilities;
· the ability to be a self-starter who assumes hands-on responsibility where necessary, is able to balance competing priorities and deadlines, and who demonstrates sound judgment and good problem solving skills;
· excellent communication skills, with the ability to relate effectively to potential grantees and other non-profit professionals, staff, trustees, and consultants;

· computer literacy, including MS Word, Excel and PowerPoint; 

· solid people skills, an enthusiastic and collaborative approach to work, self-confidence, a good sense of humor and the ability to communicate well across cultures; and

· experience in planning and managing events, developing public programs, managing budgets and coordinating the work of artists (in any discipline.)






TO APPLY:
Salary is commensurate with experience.  The Foundation offers excellent benefits 

Interested candidates should send:

· a letter indicating why they are interested and qualified for the position;

· a resume with salary history;

· a writing sample;

· names of three references; and 

· other information that might be useful in the Foundation’s assessment of their candidacy for this position.  All information is confidential.  Forward to:






M. Annette Ensley

Director of Administration & Human Resources

Nathan Cummings Foundation

475 Tenth Avenue, 14th Floor

New York, NY  10018

Email:  annette.ensley@nathancummings.org
DEADLINE FOR APPLICATIONS:  When successful candidate is identified

Please do not call.  All letters will be acknowledged.  

Position is available immediately and will be filled as soon as we have identified the best candidate for the job.

NOTE:  Send attachments as Microsoft Word or Adobe pdf documents only.
February 19, 2008

