Program Officer 

Job Description 

Responsibilities:   The Program Officer has major responsibilities for domestic grantmaking in Solidago's primary program areas of Economic and Environmental Justice.   S(he) is responsible for providing objective analyses, and articulating clear rationales for recommendations and grant making decisions.   Working in a collaborative manner with a staff program team, and reporting to the Managing Director, the Program Officer has the following responsibilities: 

•  Recommend program strategies based on extensive evaluation of field-based work, political and policy analysis;

•  Maintain relationships on behalf of the foundation with key individuals and organizations to inform Solidago's grantmaking, including attending relevant grantee convenings; 

•  Research and recommend groups to receive a Request for Proposal, clearly demonstrating fit between the group and the Foundation's program goals and funding strategies,; 

•  With the Program Team, evaluate grant proposals as requested that will include preparing questions and analyzing financial stability; 

•  Conduct on-site visits and corroborative source checking; 

•  Research and write program overviews for each docket that encompass comprehensive research and analysis; 

•  Write an objective, balanced evaluation for each group being recommended to the Board for funding; 

•  Participate in Board meetings, and present an oral summary of relevant program areas of the docket;   

•  Monitor and evaluate the effectiveness of grantees in an objective manner, including reading all grantee reports; 

•  Recommend groups and provide a written evaluation for interim and discretionary funding in relevant program areas; 

•  Participate in funder networks, convenings, and collaboratives that address Solidago needs; 

•  Maintain written notes summarizing key information from grantee/funder meetings and conferences; 

•  Participate in staff meetings, workplan consultations, and annual staff/self-evaluations; 

•  Other duties as assigned. 

Qualifications:   The following are essential qualifications for the person filling the role of Program Officer: 

•  A mature-minded, team player with a deep commitment to social justice; 

•  An in-depth understanding of cultural customs and traditions that lead to sensitivity and ease in interpersonal communications;   

•  A deep commitment and ability to provide objective, critical, honest and detailed analysis; 

•  Flexibility, adaptability and willingness to assume a range of unanticipated assignments; 

•  Ability to work effectively under pressure and tight time constraints; 

•  Commitment to confidentiality; 

•  Outstanding writing and communication skills; 

•  Willingness to travel extensively; 

•  Bi-lingual (English and Spanish) preferred. 

Requirements : 

•  Education :   College degree required; Master's degree highly preferred. 

•  Work experience :   Minimum 5 years relevant work experience, with 3 years experience in job-specific relevant field. Strong involvement over several years in poverty issues; grassroots work experience. If no graduate degree, significant additional relevant experience will be considered. 

•  Skills : Computer skills a must, Excellent research, written and oral communication skills; interpersonal skills; demonstrated reliability, attention to detail. 

•  Capabilities : Solid judgment; critical thinking skills; a sense of teamwork and community. 

•  Conditions:   Ability to travel 25% of time. 

SPECIFIC ROLE 
The Program Officer will be based in Northampton, MA and will be responsible for   providing the highest level of Grantmaking consistent with the Foundation's mission and strategy.   S(he) will report to the Managing Director of the Solidago Foundation   The qualified candidate will bring prior experience working with a Grantmaking organization, will demonstrate an ability to work in a team-based environment. 

The ideal candidate will be an exemplary oral and written communicator who will convey recommendations in a facilitative manner.   The qualified candidate will represent Solidago to grant recipients, other foundations and the public.   S(he) will also ensure that effective business and public relations are developed and maintained.   Finally, the successful candidate will be comfortable working in a relaxed culture that is team-oriented, creative. and contributes to the Foundation's ability to relate to grant seekers as an allies. 

PROFESSIONAL CHARACTERISTICS 
To achieve these goals, the Foundation is seeking a seasoned Program Officer who brings experience working with a Grantmaking organization.   The successful candidate should have the majority of the following qualifications: 

•  a minimum of three years experience, including experience in a Grantmaking institution; 

•  demonstrated expert knowledge of the Grantmaking process; 

•  demonstrated ability to assess financial statements of nonprofit organizations; 

•  demonstrated expert written and verbal communication and public relations skills; 

•  exemplary interpersonal skills evidenced by an ability to convey information in a consultative, facilitative manner, and foster teamwork.

PERSONAL CHARACTERISTICS 
In addition, the following personal characteristics are desired: 

•  A passionate commitment to social justice and to disadvantaged communities; 

•  Personal knowledge of and commitment to grassroots organizing and participation in building social movements; 

•  A high comfort level with diverse populations and environments; 

•  A personal style that embodies a commitment to collaboration, teamwork and personal growth; 

•  A capacity for strategic thinking with a proven ability to solve problems and build consensus; 

•  Collaborative, inspirational, results-oriented; 

•  A high level of creativity; 

Qualifications : 
B.A. or equivalent; minimum five years of relevant experience, working in key leadership positions such as, Program Director, Program Officer, or Grants Manager; Proficiency in: Microsoft Office Products, Database Management, Project Management, Strategic Thinking, Research Design.   Must be self-motivated and highly organized, with an ability to prioritize, manage multiple tasks, and pay attention to detail and follow-through.   Working with diverse racial/ethnic populations and experience in philanthropy or other organizations engaged in social change required.   Salary commensurate with experience; Excellent benefits.

Please submit cover letter, resume and salary requirements by 2/28/06 via e-mail to HR@solidago.org
