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Job Description 
                                                
Job title: Affiliate Foundation Manager  
Reports to: Vice President and Chief Philanthropy Officer 
FLSA status: Salaried - Exempt 
 
General Summary 
The Affiliate Foundation Manager is responsible for support of the boards and committees of 
the affiliates. Plays a key role in grantmaking and community engagement with the community 
investment team in accordance with established goals. Assists senior scholarship and 
technology officer with coordinating and administering scholarships. Participates in asset 
development plans, donor identification, cultivation, and retention with the philanthropic 
services team. Leads the affiliate youth advisory committees (YAC) in affiliate communities. 
Facilitates communication and services between Community Foundation and affiliates with 
marketing and communications team. Participates in evaluation and outcome development. 
 
Principal Duties and Responsibilities (These are intended to describe the general requirements 
for the performance of this job. It is not intended to be an exhaustive statement of duties, 
responsibilities, or requirements. All duties are to be performed in accordance with established 
Community Foundation policies, standards, and protocols.) 
 
Board and Committee Support  
 
Support boards and committees of affiliates in governance activities, including but not limited 
to:  
 

1. Serve as a resource person and participate in evaluation and planning of services, 
strategies, and work plans.  

 
2. Coordinate administrative support and services provided.    

 
3. Ensures management and maintenance of all records and files relating to meetings, 

minutes, communications, resolutions, and other corporate documents. 
 

Grantmaking and Community Engagement 
 

4. Manage affiliate grantmaking activities to ensure grantee awareness of application 
deadlines, guidelines, and grant determinations. 
 

5. Direct affiliate grantmaking processes (e.g. agency profiles, application, evaluations, 
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write-ups, committee reviews, follow-ups, etc.) in coordination with community 
investment team to ensure consistency with other grantmaking processes. 
 

6. Coordinate investigation and evaluation of affiliate grant requests to ensure compliance 
with Community Foundation policies and standards. Works cooperatively with grant-
seekers in preparing or revising grant requests to meet established standards. 
 

7. Ensure that grant recommendations from endowment funds conform to policies and 
procedures. 
 

8. Coordinate evaluation of affiliate grant budgets, results achieved, and tracking of grant 
payments, ensuring necessary reports and documentation are received from grantees 
and budgets conform to approved contracts.  
 

9. Serve as a resource person to trustees, committee members, and staff related to 
community engagement activities and regional convenings. 
 

10. Manage and maintain documentation of meetings and correspondence with grantees 
and community partners, input information into Community Foundation database 
system when applicable. 

 
Scholarship Programs 
 
Assist senior scholarship and technology officer with coordinating and administering 
scholarship programs, which include: 

 
11. Work with various selection committees and other external advisory committees to 

facilitate the review, interview, and selection of scholarship recipients.  
 

12. Assist with the development of scholarship guidelines and criteria; prepare written 
correspondence. 

 
13. Coordinate with philanthropic services staff to carry out scholarship presentations at 

school award ceremonies including organizing participation of donors, staff, board, 
and/or committee members across four counties.  

 
Asset Development and Donor Relations  
 

14. Participate in asset development plans, donor identification, cultivation, and retention 
with the philanthropic services team. 
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15. Serve as the lead for scholarship funds and work with staff stewarding scholarship 
donors to align donor goals with the community foundation’s scholarship program. 
  

16. Serve as a resource person to affiliate advisory trustees for charitable giving, donor 
relations, and asset development in coordination with philanthropic services team. 

 
Youth Advisory Committees 
 

17. Work with other staff, school liaisons, advisors, and others to oversee the affiliate 
county youth advisory committees (YAC).  
 

18. Coordinate with YAC advisors for affiliates for efficiency and regional opportunities. 
 

Marketing and Communications 
 

19. Assist in promoting public awareness of affiliates with the marketing and 
communications team who will coordinate publicity such as press releases, newsletters, 
annual reports, social media, and website updates. 
 

20. Meet with individuals and groups in the local communities to promote the work of 
affiliates. 
 

21. Work with affiliate boards, marketing and communications, philanthropic services, and 
other internal teams to plan and conduct special events in support of donor relations as 
well as community presentations and grantee workshops related to promotion of 
philanthropy, grantmaking, and other charitable opportunities. 
 

Administration 
 

22. Serve as a conduit for data, reports, and correspondence between affiliates and 
Community Foundation. 

 
23. Ensure that all Community Foundation policies, standards, and protocols are shared and 

applied. 
 

24. Provide staff oversight, evaluation, and support as assigned. 
 

25. Perform other duties as assigned. 
 

Information Management Systems 
 

26. Adhere to established protocol and standards when entering or updating data. 
 



 Page 4 of 4 

 

  

Professional Development 
 

27. Serve as a leader to ensure appropriate implementation of Community Foundation 
policies, procedures, and structure to oversee and conduct assigned programs and 
projects. 
 

28. Keep current regarding trends and developments in community foundation 
administration through reading professional literature and attendance at appropriate 
seminars, conferences, and workshops. 
 

29. Serve on regional committees, local boards, and liaison roles as appropriate. 
 

Knowledge, Skills, and Abilities Required 
 

30. At a minimum, completion of a bachelor’s degree and skills in public or business 
administration.   
 

31. High-level interpersonal skills and demonstrated management experience is necessary 
to direct operations with committees as assigned and the Community Foundation, 
develop and maintain complex and collaborative relationships with a variety of internal 
and external contacts, and serve as a resource in resolving complex and difficult 
questions and problems. 
 

32. Strong written and verbal communication skills. Analytical abilities necessary to oversee 
regional projects and committee leadership and management.  

 
33. Three to five years of related work experience resulting in advanced knowledge of 

operations and administration of organizational functions in order to address 
administrative details; ability to plan and prioritize work.  

 
34. Exercise a high level of thoughtful and insightful judgment within areas of 

accountability. 
 

35. Reside in or near Lake, Mecosta, Newaygo, or Osceola counties. Travel required. 
Suitable transportation and auto insurance are necessary for the performance of this 
position. 


