
 

Job Announcement 
Grants Assistant 
 
About the Organization 
The Rose Foundation believes that environmental stewardship and social justice can only be achieved 
through strong grassroots advocacy and stewardship. Our community-based grantmaking approach has 
earned national recognition for supporting grassroots initiatives that foster environmental stewardship, 
build community power and demand justice. Our grantmaking is organized into a series of 
interconnected funds, including:  

● Watershed funds - supporting community-driven watershed protection programs from Orange 
County to Puget Sound. 

● Grassroots funds - providing money and training to build people power at the base of the 
environmental movement in California. 

● Environmental health and civil rights funds - protecting people’s rights and health on a national 
scale. 

● Donor advised funds - helping individuals identify and pursue philanthropic goals. 
● Fiscal sponsorship - incubating emerging new projects.   

 
The Ideal Candidate 
The ideal candidate has a demonstrated commitment to environmental stewardship and social justice. 
S/he is detail-oriented, comfortable multi-tasking, confident with data entry and data management, and 
enjoys learning new applications and software. S/he values clear and direct communication, and wants to 
be the primary support person for a small, close-knit team. 
This is an entry level position with strong growth potential for a candidate interested in a career in the 
nonprofit world, especially grassroots-driven environmental stewardship and social justice, or 
community-based philanthropy. If you want to learn about the diverse universe of organizations that 
protect people and nature in California and beyond, and play a vital supporting role in protecting 
communities and our environment, this is the job for you! 
 
Supervisor 
The Grants Assistant is part of the Grants Team, which includes two full-time program officers and the 
executive director, and s/he will work closely with all team members on various individual grant funds.  
 
Primary Responsibilities 

● Data management: Help with data entry related to funding applications and grants awarded, track 
grantee progress and incoming funds, tie grant awards to enabling funding sources. 

● Communications: support applicants by phone and via email at all stages of the grantmaking 
cycle, and provide technical support to grantees with our online grants system. 



  

● Internal processes: conduct outreach to prospective applicants, acknowledge incoming funds for 
grantmaking purposes, process applications, and assist in preparing funding recommendations, 
proposals, and reports. Help maintain electronic and hard copy files. 

● Program support: Assist in maintaining and updating applicant and grantee communications 
lists, the grants funds section of Rose’s website, and ensure consistency of information between 
multiple modes of dissemination. 

● Program operations: update grants cycle calendar, process training scholarships, support the 
logistics of funding board meetings, training events, and site visits, and participate in weekly 
grants team meetings. 

 
Skills and Qualifications 

● Associate’s degree required, bachelor’s degree preferred.  
● At least 1 year of applicable office or administrative support experience, with a strong preference 

towards experience in data use/data management.  
● Demonstrated commitment to social justice or environmental issues. 
● Proficiency in Microsoft Office Suite - Excel, Word, Powerpoint, Outlook -  and be willing to 

learn a variety of applications. Past experience in applications including Vertical Response, 
Wordpress and Google docs is a plus.  

● Interest, comfort, and strength working in a dynamic small office environment, and ability to 
maintain a sense of humor and perspective while multi-tasking.  

● Strong interpersonal skills. Must be willing to communicate clearly verbally and in writing, ask 
questions, desire to learn new skills, embrace a collaborative problem-solving approach, and be 
willing to help where help is needed. 

● Fluency in additional languages which are commonly spoken in California is a plus.   
● Must be willing to occasionally work some evenings and weekends, able to sit at a standard desk 

for periods of 2 hours or more, and occasionally lift up to 25 pounds. 
  
Salary, Hours and Benefits 
Full-time, non-exempt position, starting salary in the range of $40,000 - $43,000 depending on experience 
and qualifications. Benefits include fully employer paid health, dental and vision, sick leave which exceeds 
California standards, generous vacation, FSA and matched 401k, plus sabbatical and professional 
development opportunities. General hours are 9am-5pm, Monday through Friday, but occasional evening 
or weekend hours may be required related to funding board tours or similar types of events.  
  

How to Apply 
Send a letter that specifically discusses why you want this job and how your education and past experience 
make you an excellent fit for this position, and your resume to: mmubaraki@rosefdn.org. Please write 
“Grants Assistant” in the subject line. Apply by January 19, 2018. 
 

The Rose Foundation is an equal opportunity employer that embraces diversity, and women, people of color 
and LGBTQ individuals are encouraged to apply. 

  


