
Job Announcement – Position Description 

for 

Grants & Programs Assistant 
(Part-time) 

 

POSITION SUMMARY 

This employee will accurately and efficiently perform grant and scholarship processing, 
bookkeeping, accounting, data entry, accounts payable, and payroll entry tasks as assigned.  In 
addition, this employee will also be tasked to perform clerical, administrative, grantee, and 
fundholder record keeping functions associated with this position.   
 
The Grants & Programs Assistant will answer phone calls, send and receive donor and grantee 
correspondence, and communicate with vendors.  This employee will represent the Foundation in 
a professional and helpful manner while interacting by phone or email with nonprofit 
organizations, donors, grantees, and the general public.  A courteous demeanor is expected when 
gathering or disseminating information, and when responding to inquiries. 

PAY RATE 

The Grants & Programs Assistant is a regular part-time hourly position (20 to 24 hours per 
week). The hourly pay rate will range from $14.00 to $17.00, commensurate with skills and 
experience.  Paydays occur on a monthly basis; employees are paid on the last business day of 
each month for hours worked during that month.   

The employee will be paid a training rate of $14.00 per hour during a minimum 30-day 
probationary period of employment.  During the training period this employee will demonstrate 
the skills, abilities and motivation required of this position.   

Upon successful completion of the training period a performance assessment will be conducted to 
establish the post-training hourly pay rate  

BENEFITS 

 100% paid employee only dental coverage 
 60% paid employee only medical coverage  
 10 annual paid holidays (at 4 hours each) 
 48 hours of annual paid time off (PTO) 

WORK SCHEDULE 

The Grants & Programs Assistant is a regular part-time hourly position. The employee will work 
three eight-hour days, between 8:30 am until 4:30 pm.  The preferred weekly work schedule is 
Monday, Wednesday, and Friday and may vary depending upon the needs of the employee and 
the needs of the Foundation.  There may be some weekend or evening work required, but this will 
be infrequent.  This employee will report to the Chief Executive Officer.   

FIMS ACCOUNTING SYSTEM 

Foundation Information Management System (FIMS) is a relational database and an integrated 
accounting program.  The Grants & Programs Assistant will use this software program for 
entering grants and scholarships, and accounts payable transactions.  Using FIMS requires a high 
level of data entry skills and proficiency to maintain data integrity.  Use of FIMS requires 
continuous attention to detail and highly developed analytical and organizational skills.  Accuracy 
is paramount when entering transactions and recording entries. 
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DUTIES & RESPONSIBILITIES 

1. Use the Accounts Payable, Grants, and Scholarships program FIMS modules to input 
information and process grant applications and bill payments.  Review and log bills and 
invoices, enter and post A/P transactions into FIMS.  Enter profile and application data in 
FIMS and make revisions as necessary to create related financial reports.  Export grantee 
data to MS Excel, format and produce fund lists and applicant lists.  

a. Update grantee profiles and contact information, and maintain records.  Use MS 
Excel and MS Word to export FIMS data to create and format spreadsheets.  Use 
mail-merge to create and print grant award letters, declination letters, envelopes, 
and labels. Prepare grant recommendation forms, grantee lists and correspond 
with grantees and Fundholders. 

b. Prepare and export monthly, quarterly, and annual Fund Statements and reports 
for all funds under management.  Create journal entries to post fees associated 
with online gifts and produce transaction reports.  

c. Track the status of bills and invoices received, accounts payable transactions, 
grant and scholarship applications and payments.  Organize and manage data files, 
send and receive email attachments.  Note and report discrepancies found in FIMS 
transactions, records, and accounts to the CEO. 

2. Help provide relevant financial data, schedules, and reports required by the auditors in 
accordance with federal, state, and company policies, procedures, and regulations.  Assist 
in preparing and providing items needed for the annual audit.  Help gather records and 
materials needed during the audit visit.   

3. Operate computers, printers, scanners, and Fax and copy machines to produce and 
duplicate documents.  Organize and manage data files, send and receive email 
attachments using MS Outlook.  Use the internet and web browsers to conduct searches, 
access information, and upload/download information.  

4. Greet expected and unexpected visitors and guests; receive, transfer, and return phone 
calls; take messages, send and receive faxes.  Make trips to the post office, bank, local 
businesses, schools, and other nonprofit agencies as needed.  Open and date-stamp 
incoming mail and packages; help prepare and send outgoing mail and packages.  Assist 
with general filing, and perform document scanning and shredding. 

SKILLS & EXPERIENCE 

1. Demonstrated understanding of Generally Accepted Accounting Principles, IRS 
regulations for nonprofit organizations and fund-level accounting.  

2. Familiarity with and proven experience using FIMS, QuickBooks Pro, or a comparable 
accounting software program.  

3. Suitable mathematical and reasoning skills necessary to perform financial procedures 
accurately, even with frequent distractions and multiple priorities.  

4. Demonstrated ability to work with people regardless of race, color, religion (creed), 
gender, gender expression, age, national origin (ancestry), disability, marital status, sexual 
orientation, or military status. 

5. Ability to calmly and professionally address difficult and uncomfortable situations. Ability 
to successfully manage multiple, concurrent tasks, as well as prioritize actions.  

6. Sensitive to the necessity for maintaining confidentiality when working with donor, 
grantee, and financial information and issues. 
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EDUCATION 

1. A high school diploma is required.  A Bachelor’s degree in bookkeeping, accounting, or 
other related business field is desired.   

2. A minimum of 3 years’ experience in performing bookkeeping, budgeting, and database 
entry tasks with minimal supervision is desired.  Familiarity or working for a nonprofit 
organization is strongly preferred.  . 

PERSONAL QUALIFICATIONS 

 Willingness and commitment to support the mission, policies, and goals of the Solano 
Community Foundation. 

 Impeccable ethics, highly developed sense of performance accountability, and unfailing 
trustworthiness.  

 Excellent use of the English language, both verbally and in writing. 
 Excellent skills in listening, oral, and written communication. 
 Superb attention to detail and follow-through, with the ability to quickly learn and gain 

proficiency with new procedures and processes.  
 Ability to meet deadlines and motivate others to do so. 

APPLICATION PROCEDURES 

1. Obtain and complete the SCF Job Application Form (posted on the SCF website). 
2. Return the completed form and current resume’ by email to connie@solanocf.org, or by 

regular mail to: 

Solano Community Foundation 
744 Empire Street 

Suite 240 
Fairfield, CA  94533 

 
 
Deadline:  This position is open and applications will be accepted until the position filled. 
 
Questions?  Call 707-399-3846 
 

mailto:connie@solanocf.org

