
  1

COMMUNITY FOUNDATION for MONTEREY COUNTY 
 

PROGRAM OFFICER FOR NEIGHBORHOOD GRANTS 
JOB DESCRIPTION 

 
The Program Officer for Neighborhood Grants (NG) works under the direction and supervision 
of the Senior Program Officer (SPO). Based on the job duties described below, this is a full-
time (37.5 hours per week) non-exempt position. A flexible schedule is required as 
approximately 5% of planned program activities occur after office hours and on the weekends. 
 
The NG Program Officer directs the work of the NG Program Assistant and works closely with 
other Community Foundation staff, the NG Advisory Committee, partner agencies, technical 
experts, consultants and public officials. The NG Program Officer is responsible for developing, 
delivering, monitoring effectiveness, and advocating for programs and services that 
encourage, convene, fund, and provide training and technical assistance to groups working to 
improve the quality of life in their neighborhoods. 
 
Scope of Responsibilities: 
 

1. Manage and maintain a written work plan and complete and accurate records for multiple 
concurrent programs, grants, contracts, budgets, and contacts.  

2. Evaluate the results of past grantees’ projects and the impacts of the overall NG Program 
and assist the Neighborhood Grants Program Advisory Committee (Committee) with 
making recommendations to the Board and to public officials on ways to improve the 
effectiveness and efficiency of the Program and public services. 

3. Develop methodology and mechanisms to research local community needs and assets to 
identify opportunities for the Foundation and other community leaders to support 
neighborhood development and grassroots leadership. 

4. In collaboration with the Committee, manage the neighborhood grants process. Solicit 
applications through multi-lingual public notices and pre-application workshops, evaluate 
pre-applications, coordinate applicant assemblies, make funding recommendations to the 
Executive Vice President of the Community Foundation, complete grants documents, 
ensure completion of funded activities, and monitor grantees’ accountability for funds, 
including matching funds.  

5. Meet with applicant and grantee groups and their leaders throughout the year to monitor 
their work plans and to provide short-term consultations, information and referrals, and 
other assistance to strengthen the groups.   

6. In collaboration with the SPO, the Committee, partner agencies, the applicants and the 
grantees, assess needs and develop and deliver appropriate individualized technical 
assistance (programmatic, organizational, financial, and managerial) to each grantee 
group.  

7. Produce one annual countywide event to celebrate the grantees’ initiative and to enable 
them to network and learn from each other. Produce additional multi-group trainings and 
other opportunities when appropriate. 

8. Coordinate activities with the NG Program Assistant and direct activities of independent 
consultants and volunteers in order to carry out the purposes of the Foundation. 
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9. Maintain accessible and current electronic and paper files of past and current Committee 
and grantee plans and progress, correspondence, event publicity and agendas, topical 
technical assistance and training plans and materials, and contact information for grantees, 
advisors, partners, and consultants. 

10. As a member of the Foundation’s program staff, pre-screen, conduct site visits, and write 
reviews for General Endowment grant applications and cooperate in planning, delivering, 
and evaluating impacts of grants and technical assistance across programs. 

11. Represent the Foundation as a member of professional and inter-agency groups organized 
to coordinate neighborhood and other projects of the Foundation.  

12. Meet with the SPO at least monthly to provide updates and semi-annual reports on 
progress and plans for each program, grantee, partnership, and any grants the NG 
Program has received. 

13. Issue periodic reports to inform the Committee, the Board, and funders about the program, 
the grantees, and their progress. 

14. Develop and maintain contact with a broad cross-section of agencies, informal groups, 
public officials, and community leaders. Ensure high visibility of the Foundation, its 
programs, grantees, and their projects, issues, and needs. 

15. Serve as the liaison with the Foundation’s Office Manager for administrative and technical 
matters relating to the Salinas office telephone and information systems, supplies, 
equipment maintenance and service, leasing agent, and similar business contacts. 

16. Attend trainings, meetings and conferences for job-related professional development. 

17. Perform other program and management duties as required from time to time by the SPO. 

 
Minimum Qualifications: 
 
1. Able to perform the essential functions of this position with minimal training. 
2. Work well as a member of a team and shares workloads, assisting others and asking for 

help when needed. 
3. Motivated, self-starter who completes projects on time and within budget. 
4. Well-organized and able to coordinate multiple projects and the overall workload while 

remaining strategic, flexible and within budget in the face of changing circumstances. 
5. A bachelor’s degree in a closely related field plus five years of experience in the nonprofit 

sector, including at least two years as a mid-level manager, or a master’s degree and three 
years of relevant nonprofit experience. 

6. Able to scan and analyze large quantities of program, financial, and organizational 
management data and extract relevant information and themes useful in the design and 
evaluation of projects, programs and proposals.  

7. Excellent written and oral communication skills, both in English and in Spanish. 
8. Knowledge of program and organizational assessment and community asset mapping 

techniques and tools.  
9. Well-developed interpersonal skills that reflect careful listening to the ideas and feelings of 

all people from residents of low-income neighborhoods to county level officials.  
10. Experience working as part of an interdisciplinary team in a complex environment requiring 

extensive collaboration. 
11. Committed to communicating respect, appreciation, and high expectations to coworkers, 

collaborators, and clients. 
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12. Strong group facilitating and public speaking skills supported by experience in professional, 
institutional and community leadership roles. 

13. Committed to the mission, work, integrity, policies, and positive reputation of the 
Foundation in the community. 

14. High comfort level with diverse audiences and settings; ability to work effectively with 
people from varying backgrounds. 

15. Proficient with Microsoft Office and integrated database software. 
16. Familiar with Monterey County communities. 
17. Dedicated to assisting grassroots groups organize, implement projects, develop leaders, 

and actively participate in improving their communities. 
18. Possess a valid California driver’s license and a reliable vehicle with insurance. 
 
Physical Requirements: 
1. Able to work at a desk using keyboard and telephone for up to seven hours per day. 
2. Able to lift a 25 pound box and carry it 100 feet; push a hand-truck/dolly with a load of 100 

pounds a distance of 100 yards; and access items on shelves and in files located 0 to 60 
inches above the floor. 

 
 
Approved: 
 
 
_______________________________________________ _________________________ 
President/CEO Date 
 
 
_______________________________________________  ________________________ 
Executive Vice President      Date  
 
 
_______________________________________________ _________________________ 
Senior Program Officer Date 
 
Accepted: 
 
 
_______________________________________________ _________________________ 
Program Officer, Neighborhood Grants  Date  
 


