Associate, Operations
POSITION SUMMARY
Reporting to the Director, Operations, the Associate, Operations supports the day-to-day
work of the Council on Foundations’ Operations team and serves as a liaison to internal and
external stakeholders on behalf of the Chief Operating Officer. The Associate anticipates the
operational needs of staff and proactively addresses issues with an emphasis on sound
judgment and self-direction.
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed within are a representative of the knowledge, skills,
minimum education, training, licensure, experience, and/or ability required.
PRIMARY JOB DUTIES AND RESPONSIBILITIES
• Support the Chief Operating Officer with coordinating meeting schedules, production
and distribution of meeting materials, external communications, and managing
logistical details.
• Responsible for physical and virtual receptionist functions of the organization,
including management of the Council’s main phone line and email inbox, welcoming
visitors and staff, security management of visitors, and handling, logging, and
distribution of mail and packages.
• Assist the Membership team with updating member information in Salesforce, and
processing credit card payments.
• Monitor/escalate technology help-desk tickets and assist users with technology needs.
• Support the Director, Operations to ensure readiness of security, safety, and
emergency protocols, and coordination with building management of office cleaning,
maintenance, and other building services.
• Assist the Operations team with operational activities including content development
for presentations, compilation & presentation of survey data, development of training
materials, employee orientation & onboarding, procedures documentation, and other
special projects.
• Order office and kitchen supplies and track inventory needs.
• Ensure office space, supplies, food/catering, and IT resources are prepared for internal
events, meetings, trainings, and retreats.
• Maintain office equipment and coordinate maintenance with vendors.
• Serve as main point of contact for parking access/passes and related duties.
• Manage central calendar, building communications and reservation of building
amenities.
• Contribute to overarching organization goals by participating in cross-functional
working groups.
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QUALIFICATIONS
• High School Diploma or equivalent
• 2 - 3 years’ experience in a professional office environment, supporting senior
leadership
GENERAL SKILLS AND COMPETENCIES
• Strong organizational skills and attention to detail and accuracy.
• Excellent verbal and written communication skills.
• Ability to identify and solve problems efficiently and quickly.
• Excellent customer service skills to include active listening, empathy, problemsolving and communication.
• Ability to maintain the highest level of integrity, confidentiality, professionalism,
and ethics.
• Ability to manage many and/or differing tasks, maintain productivity, and
successfully meet deadlines.
• Ability to work independently and as part of a diverse team.
• Ability to work effectively and positively with a range of individuals and working
styles, and with people at all organization levels including staff, board members,
foundation officers, donors, and vendors.
• Database management or data entry experience, preferrably Salesforce.
• Proficient in Microsoft Office 365 applications.
SALARY AND BENEFITS
The salary hiring range for this position is $53,000 - $58,000 and is commensurate with
experience. We have a generous benefits package, including health, dental, vision, life, and
disability insurance and a 403(b) plan with a 7% employer contribution. There are 13
paid holidays and 2 floating holidays per year, 20 vacation days per year, paid time off the
week between December 25th and January 1st, and 10 sick days per year.
The Council on Foundations is an Equal Opportunity Employer – people of color,
people with disabilities, women and LGBTQ candidates are strongly encouraged to
apply. We are committed to a diverse workplace, and to supporting our staff with
ongoing career development opportunities.
TO APPLY
Send a resume and thoughtful cover letter to liz@chisholmconsultingllc.com with the
subject line “Associate Operations at Council on Foundations”.
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