NATIVE CULTURES FUND PROGRAM DIRECTOR
JOB ANNOUNCEMENT
July 2017
Location:
Reports to:
Time Base:
Compensation:

Bayside, CA
Executive Director
40 hours per week, exempt status
salary range $55,000-$90,000 depending on experience; includes health
benefits, retirement benefits, paid holidays and sick time

Job Description Summary
The Native Cultures Fund (NCF) focuses on cultural and language revitalization in Native communities in
California. The Program Director for NCF is expected to be a participant in achieving Foundation objectives,
with specific responsibility for providing leadership, growth and guidance to the NCF program. This position
is responsible for planning and visioning for the program, and implementation of all program-related work
including project oversight, grantmaking, networking, donor development, fundraising, grantwriting,
reporting and communications.
Essential functions include conducting listening campaigns and community meetings, developing and
supporting a NCF Advisory Council, managing contracts and preparing reports and budgets, cultivating
partnerships and donors, communicating the work and opportunities of NCF, managing regranting of native
culture related funds, collaborating with HAF staff and board on projects and learnings, and potentially,
depending on experience, participating in directing strategic and fiscal responsibilities of the foundation as a
whole.
This individual is expected to be a full participant in supporting the Foundation’s mission to “promote and
encourage generosity, leadership, and inclusion.”
Minimum Qualifications

•

At least five years of experience working in advancing cultural revitalization efforts in Native
communities which has provided the individual with the knowledge, abilities, and skills listed below:
Knowledge, Abilities, and Skills
o
Excellent oral and written communication skills
o
Excellent organizational and project management skills
o
Ability to work independently, to take initiative, and to participate as an effective team
member
o
Ability to handle multiple responsibilities, set priorities and meet critical deadlines
o
Ability to handle situations with creativity and diplomacy
o
Strong analytical thinking and problem solving skills
o
Flexibility to attend evening and/or weekend meetings and events, as well as out of town
and multi-day travel
o
Willingness to follow existing policies and procedures and ability to learn, adapt to, and
track new systems and procedures

o
o
o
o
o
o
o

Knowledge of and past experiences in advancing Native cultural revitalization efforts,
particularly in California
Ability to build relationships with Native cultural leaders, organizations, and potential
donors
Knowledge of grantmaking procedure and processes
Ability to effectively manage a program, including related budgets, grants, staff,
communications and partnerships
Experience as an effective convener and facilitator of people of all backgrounds and beliefs
Familiarity with office equipment and proficiency with Microsoft Office applications
Possess a valid California driver’s license and current auto insurance

Preferred Qualifications
•
•
•

Experience working with a board of directors, leading teams, and policy oversight
Experience working in philanthropy
Experience creating new programs through community listening and engagement

Physical & Mental Requirements of Job
All of the job functions listed above involve, to a greater or lesser degree, the following physical and mental
demands: close vision, hearing/listening, clear, complete speech, finger & hand dexterity, walking, lifting,
carrying, sitting, complex reading, simple writing, clerical, perception/comprehension, math skills, good
judgment, and decision-making.
Application Procedure: Please email the following three (3) documents to admin@hafoundation.org:
1.
An electronic copy of your resume
2.
A cover letter (explaining your experience in any of the minimum or preferred qualifications
required for this position which are not specifically addressed in your resume. Applicants are
evaluated based on how well they match the desired qualifications.)
3.
A short writing sample (demonstrating your ability to think critically and communicate effectively)
Application Deadline: August 18, 2017
More Information: For more information about this position, contact Jen Rice at jenr@hafoundation.org or
(707) 442-2993. For more information about Humboldt Area Foundation, visit www.hafoundation.org.

Humboldt Area Foundation is an equal opportunity employer and makes employment decisions on the basis of merit and
without regard to race, religion, creed, color, age, sex, sexual orientation, gender identity, genetic information, national
origin, religion, marital status, medical condition, disability, military service, pregnancy, childbirth and related medical
conditions, or any other classification protected by federal, state, or local laws or ordinances. Applications submitted for
this position do not constitute a promise of employment.
Humboldt Area Foundation (HAF) and our affiliates are committed to diversity throughout our programs, environment,
and workforce. It is our mission to “promote and encourage generosity, leadership, and inclusion to strengthen our
communities” and our belief that taking active and intentional steps to ensure equal employment opportunity and
create a working environment that is welcoming to all will foster diversity and promote excellence in our work. To
effectively serve a growing diverse population we endeavor to hire and retain staff who are sensitive to and
knowledgeable of the needs of the continually changing communities we serve.

