Hunt Alternatives Fund, Mt. Auburn Office
JOB DESCRIPTION

Domestic Programs Administrative Assistant
Nonexempt position


Overview

Hunt Alternatives Fund includes an operating foundation and a private grant making foundation that advance innovative and inclusive approaches to social change at local, national, and global levels. Hunt Alternatives Fund operates out of Cambridge, MA, and is focused on strengthening youth arts organizations, supporting leaders of social movements, promoting political parity in the United States, and advocating for the full inclusion of all stakeholders in peace processes.
The administrative assistant will report to the Prime Movers Program Associate and will support all domestic program areas.  The first is Prime Movers: Cultivating Social Capital.  Prime Movers is a national program supporting leaders who engage masses of people to change public policies for a more just society.  The second program is ARTWorks for Kids, which strengthens organizations that serve and empower youth by helping these organizations garner sustained support.  The third is the Political Parity, which seeks to achieve parity representation for women in the highest political offices in the United States.
The program assistant’s primary responsibilities include administrative and database support for all three programs, including logistical support for events and conferences. The Fund is a dynamic environment and this position will be called upon to support other Fund activities including other domestic programs.
Responsibilities

Administrative Support

· Administrative and clerical tasks including phone and voice mail, filing, assistance with correspondence, and calendar management for the Deputy Director / Chief Learning Officer
· Provide logistical support to program staff for ARTWorks for Kids, Political Parity, and Prime Movers programs events, seminars, and conferences  

· Schedule meetings, seminars, and events, including tracking responses and confirming time, venue, and agenda

· Coordinate all travel arrangements and event logistics with program and family office staff
· Assist program staff on executing event logistics, including preparing nametags and other materials, and providing hands-on support during event
· Support administrative needs for events for all program related activities

· Maintain ongoing files, streamline and catalogue as necessary, including scanning documents for an improved electronic system
Database Support
· Participate in maintaining the Raisers Edge database and the key ally relationship updates for ARTWorks for Kids, Prime Movers, and Political Parity

· Maintain constituent relationship tracking system and update records

· Coordinate grants processing, including generating database information, processing payments and approvals, and implementing mailings for ARTWorks for Kids and Prime Movers 

· Support foundation grantmaking, including maintaining electronic and hardcopy filing, updating records in Raiser's Edge, and researching organizations
· Collaborate with the Manager of Philanthropic Giving/Special Projects Administrator on overall operational systems related to grant making

· Assist with generating reports and queries as requested
General Fund support

· Assist with other administrative and event duties as assigned 
Qualifications

· Strong commitment to and familiarity with the nonprofit sector and the Hunt Alternatives Fund mission

· Professional interaction with board of directors, community members, partner organizations, and grantees

· Strong research and analysis skills

· Creative problem solver and self-starter

· Ability to multi-task and maintain high standards of quality

· Ability to thrive in a fast-paced environment; high energy and enthusiasm

· Good attitude and mature judgment

· Strong oral and written communication skills

· Exceptional organizational, interpersonal, and presentation skills; strong team player
· Fluency in Microsoft Office applications (including Word, Access, Power Point, Excel), Lotus Notes, and Internet skills, and familiarity with multiple database applications
· Knowledge of Blackbaud Raisers Edge application a significant plus 
 “The organization  strives to be an equal opportunity employer and welcomes applications regardless of race, gender, disability, or sexual orientation.”

Interested applicants may send a letter of interest and resume/CV to hr@huntalternatives.org. Please include the position title in the subject line of the email. 
Position held by: TBD
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