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PROGRAM DIRECTOR, CIVIC ENGAGEMENT
The California Community Foundation (CCF) is a nonprofit grantmaking foundation that administers more than 1,600 individual charitable funds to meet existing and emerging needs in the Greater Los Angeles area. CCF is one of the largest and fastest growing community foundations in the United States. With assets of more than $1.1 billion, CCF has awarded more than $200 million in grants and received more than $180 million in contributions annually over the past three years. Since 1915, CCF has been helping individuals, families, corporations and nonprofits establish and develop their philanthropic visions. While CCF’s focus is Building the Future of Los Angeles, we make progress toward that ambitious goal by helping our donors and fundholders realize their philanthropic objectives. In partnership with our donors, the foundation supports nonprofit organizations and public institutions with funds for arts, human development, neighborhood revitalization, education, civic engagement and health care programs.  

At CCF, we value experienced and passionate advocates for the community. We strive to be an employer of choice, offering a competitive compensation package and an invigorating work environment in exchange for the opportunity to help strengthen Los Angeles County through effective philanthropy and civic engagement.  While the foundation is a nurturing environment, we have high expectations of our team. We are committed to building a strong, diverse community, and this commitment is reflected not only in our work but also in our staff.
The Position
The position’s responsibilities cover three key areas related to the California Community Foundation’s work in the community regarding initiatives focused on priority areas such as immigrant integration, civic engagement in South East Los Angeles and promoting naturalization for California’s naturalization-eligible immigrants): project management, community engagement and policy advocacy and specific re-granting responsibilities. This position requires experience and leadership skills, which will enable the California Community Foundation (“CCF”) to carry out its special initiative constituency-building and grantmaking activities in an accessible, fair, and thoughtful manner.
Values & Principles: 

· Committed to learning and understanding the vision and goals of CCF in order to become its advocate and ambassador

· Committed to learning all products, services, workplans and metrics of the department and CCF.

· Strive to reach and exceed established personal and professional goals.

· Abide by CCF’s policies and procedures and operate with candor, transparency, clear communication and the highest ethical standards.

· Serve as a team player by working collaboratively with all CCF employees.

· Uphold the highest standards of customer service for all CCF constituents in terms of speed of response, accuracy and completeness. 

Major Responsibilities: 
· Project Development and Management:  In conjunction with the vice president (VP), develops and implements the goals, activities, and overall strategy for the foundation’s immigrant integration work.  Reviews and revises program strategies on an ongoing basis.  Oversees budgetary resources and expenditures. 


· Community Outreach and Policy Advocacy:  Works with key business, philanthropic, community and government stakeholders in the development of public policy through research, coalition building, convening, grantmaking and capacity building.  Tracks and monitors local and national policies and initiatives related to relevant issues and makes recommendations regarding policy positions.  Develops and creates strategic partnerships.   Represents and provides information about the initiatives and CCF at community events and meetings with foundation partners, constituencies, and stakeholder groups.


· Fund Development and Grantmaking:  Leads the review, analysis, and selection of proposals through written materials, site visits, interviews with other funders and relevant agencies.  Processes grantmaking through GE software.  Prepare grant requests and project reports, as needed or requested.

· Communications:  Draft internal materials such as briefing memos and external materials such as reports to funders and partners.  Prepares and delivers presentations both internally and externally.  Participates as a member of related committees, teams, coalitions and working groups.

· Collaboration:  Proactively seek and identity inter-departmental activities to engage in that advance CCF priorities through collaborative grantmaking, convening, or public policy advocacy.


· General: As appropriate, assists other departments and works as a member of interdepartmental teams to ensure the effective and efficient operations of CCF.  At all times, demonstrates cooperative behavior with supervisors and coworkers.  Other duties as assigned, dependent on organizational needs and employee skills. 
Qualifications:  
To perform this job successfully, an individual must be able to perform each essential job function assigned satisfactorily. The requirements listed are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this position.

· Experience: Minimum of five years of experience working with or in a public or nonprofit agency focused on public policy or advocacy required.  Experience with collaboratives or coalitions a plus.


· Education: Bachelor’s degree required.  Advanced degree preferred.



· Communication Skills: Strong interpersonal, written and verbal communication skills.  Ability to prepare and give presentations, and to comfortably interact with diverse audiences including foundation staff, CCF Board members, elected and appointed officials, as well as nonprofit and community groups. Conversational fluency in a second language is highly desirable.


· Community Knowledge:  Knowledge of the Los Angeles County nonprofit community, familiarity with the geography and diverse neighborhoods throughout the region, and experience in working effectively with diverse and broad-based community constituencies.


· Technology Skills:  Internet competency and strong computer proficiency, including mastery of the Microsoft Office software suite and a familiarity with database software, is required. Working knowledge of Blackbaud software preferred, with a willingness and ability to learn appropriate database, spreadsheet and other computer programs.

· Project Management Skills: Proven project management experience necessary.  Strong organizational skills and attention to detail.  Experience with budgets.  Ability to prioritize work, adjust to multiple demands and meet deadlines.  

· Team Work & General Skills:  Ability to work well independently and as team member.  Ability to take initiative, and follow tasks through to completion. Ability to lead a team toward the initiative’s and CCF's goals, leveraging each team member's skill set.
Working Conditions: 

· Ability to sit and work at a desk for several hours at a time.

· Ability to travel and attend meetings, presentations and events outside the office.

· Work may require occasional weekends and/or extended work day.
Compensation:
This is a full-time, exempt position. Salary is dependent on experience and qualifications. A generous benefit package is provided to all full-time staff, including medical, dental, vision, LTD, life, FSAs and retirement benefits.

How to Apply:
To apply to this position, please visit our website at www.calfund.org and select “Explore CCF” or go to http://www.recruitingcenter.net/clients/calfund/publicjobs
CCF is an Equal Opportunity Employer.  
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