


The CH Foundation 
Job Description 
Program Officer/Board Secretary 

Who We Are:  The CH Foundation is a private foundation funded in 1983 and based in Lubbock that primarily supports nonprofit organizations in Lubbock and the South Plains.  The Foundation’s main areas of concentration include arts and culture, human services and educational opportunities.   
Summary: The Program Officer is responsible for conducting most aspects of the grantmaking process, including but not limited to program research; reviewing grant requests; evaluating grants, grant activity tracking; interfacing with grantees and the public; participating in projects and developing foundation documents under the guidance of the Executive Director.

Essential Responsibilities and Opportunities Include the Following:
· Coordinate strategic direction for grantmaking.  Maintain working knowledge of the Foundations’ priority funding and remain abreast of current research, activities and trends in the philanthropic sector. Proactively engage, collaborate and convene colleagues outside the foundation (i.e., other foundations, nonprofits, governmental and research partners), in order to develop and add depth to areas of strategic focus and granting initiatives.    
· Oversight of the day-to-day execution of grantmaking:  The Program Officer will review grant proposals, performing essential due diligence and evaluation.  In addition, he/she will conduct research relevant to program areas and will present findings to the Executive Director.  The Program Officer will communicate with grant-seekers regularly through virtual and in-person meetings and will conduct site visits as part of the review process.  The Program Officer will ensure that all proposed grantees meet appropriate legal standards and provide appropriate documentation. The Program Officer will serve as the primary contact for the grant online platform, Foundant. The Program Officer will work collaboratively with the Grant Assistant to execute the grant process.
· Coordinate with The CH Foundation Staff and Board of Trustees:  The Program Officer will represent grant seekers by presenting grant requests summaries to the Trustees. In addition, he/she will report grantee progress directly to the Executive Director and the Board of Trustees by request.  The Program Officer will work collaboratively with the Executive Director to prepare grant recommendations and materials to support the Board’s decision making. Assist in developing criteria for measuring the quality and potential impact of grant requests.   
· Collaborate with other grantmakers and organizational partners.  The Program Officer will support The CH Foundation’s collaborative work through research and identification of root causes to broaden community impact. He/she will build knowledge about community needs and national issues that impact the work of the Foundation and will share findings with the Executive Director and Trustees.  He/she will provide technical assistance and consultation to grant seekers and makers and make introductions as appropriate in support of the nonprofit sector. 
· Build community goodwill and further The CH Foundation mission:  The Program Officer will represent The CH Foundation and its priorities in the community through collaboration, conferences, site visits, and engagement with philanthropic partners to coordinate, strengthen, and promote nonprofit/philanthropic sector interests.  
· Serve as Secretary to The CH Foundation Board of Trustees.     The Program Director/Secretary will serve as the Secretary to the Board of Trustees.  The Secretary will keep the Minutes of the Trustee meetings and keep the essential documents organized for historical and research purposes.    
 
 Education and Experience of the Ideal Candidate: 
· Five to seven years of meaningful local and state systems experience in non-profit, philanthropy, and/or economic development; experience with the grantmaking and/or fundraising process; with strong local networks.  Bachelor’s degree required. 
· Strong writing, analytical, and organization skills with the ability to synthesize and present information efficiently and effectively.
· Self-motivated, forward-thinking individual with demonstrated success working across multiple sectors. 
· Flexible dynamic individual who is comfortable managing multiple projects at once.
Compensation: 
Competitive salary commensurate with candidate’s experience and qualifications.  The Foundation offers benefit package including medical ICHRA, paid time off (PTO), and retirement plan. 
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