Program Associate Job Description
Background
Crossroads Fund is a public foundation that supports community organizations working on
issues of racial, social and economic justice in the Chicago area. We pool the resources of
individuals, foundations, and businesses to build a broad base of support for grassroots
organizations fighting for social change.
The Program Associate is a full-time salaried position that supports our grantmaking and
capacity building programs. The position is *remote* however will transition to a hybrid
home/office environment. This position will be interacting directly with grassroots organizing
groups in Chicago, administering the grantmaking process, and supporting the Giving Project
(The Giving Project is a program that activates a base of donor organizers across race and
class in order to move money to grassroots movements for social change. The program
features significant time devoted to political education, collective giving, grassroots fundraising
and grantmaking).

Responsibilities
● Database Management - Oversee the administration of grants awarded through Foundant,
the grant database, including general maintenance, data entry, budget tracking, reporting
and database inquiries, while coordinating with the Program Manager and Operations
Director.
● Grantmaking - Review grant proposals, coordinate site visits, and create grantmaking
reports that identify demographic and issue area trends to present at Board meetings.
Generally, support the Program Department in practicing accountability to our mission and
values.
● Capacity Building - Support our current capacity building programs with the planning,
scheduling, and communications of programs such as Cultivate: Women of Color
Leadership, the Capacity Building Initiative, and others that involve external partners.
● Programs Support - Support the calendar, logistics and coordination of external trainings
and workshops for grantees. This may include outreach to content experts, scheduling,
outreach to grantees, and follow-up.
● Giving Project - Support the administration of Giving Projects, which includes: engaging
with national stakeholders, participating in planning, coordinating meeting materials with
staff and program participants, providing input on curriculum revisions, leading logistics,
and possible session co-facilitation.

● External - Represent Crossroads Fund at community, philanthropic, and grantee events,
and be an external-facing representative for the Crossroads Fund.
● Other - Support the Program team and Executive Director as needed and perform any
other duties assigned.

Required Qualifications
● Demonstrated commitment to Crossroad Fund’s mission of racial, social, and economic
justice.
● Strong understanding of community organizations, organizing, direct action, and/or
movement building.
● Excellent writing skills and close attention to detail.
● Ability to balance assignments, establish priorities, and ask for support when needed.
● Strong interpersonal skills with an ability to build relationships.
● Demonstrated experience working closely with a wide variety of people and lived
experiences.
● Strong computer skills (Word, Excel, PowerPoint, Google Suite applications, Slack,
Zoom).
● Available to work on occasional evenings, weekends and willing to travel within the
Chicago metropolitan area.

Preferred Qualifications
● Experience with managing databases or similar customer relationship management
(CRM) software.
● Some experience in assisting trainings, workshops, or meetings.
● Knowledge of Chicago community-based organizations working on racial, social, and
economic justice.

Compensation and Benefits
Salary for this position begins at $40,000 - 45,000 based on experience. Benefits include
generous paid sick and vacation time, health, dental, life/disability insurance, retirement
contributions, annual professional development stipend, and flexible work environment.
Crossroads Fund provides employment opportunities to all without regard to race, sexual
orientation, creed, national origin, physical ability etc.

Application Process
Please submit your cover letter and resume to programassociate@crossroadsfund.org
by September 30, 2021.
Only qualified applicants will be contacted to set up an interview.

