
Special Assistant to the Executive Director 

The Roundhouse Foundation 

__________________________________________________________________________  

  

Title:   Special Assistant to the Executive Director  

Status: Full-Time; Exempt 

Hours: 40 hrs/week; generally Monday-Friday 8:30am - 5:00pm; some nights and weekends may be required.  

Occasional travel required. 

Location: Sisters, Oregon (some remote work available) 

Reports to: Director of Foundation Operations 

About the Roundhouse Foundation & Pine Meadow Ranch 

The Roundhouse Foundation is a private family foundation based in Sisters, Oregon, with a mission to 

support creative projects and organizations through art, environmental conservation, social services, 

community leadership, and education across rural and Tribal communities in Oregon. The Foundation’s 

vision is to create a positive impact through collaboration by encouraging creative problem solving, 

supporting innovative programming, and stimulating the economy. Roundhouse Foundation employees 

embrace and advance the common values of the organization: community enrichment, cross-generational 

support, arts and cultural awareness, and catalyzing change. 

      

Pine Meadow Ranch Center for the Arts & Agriculture, a program of The Roundhouse Foundation, is a 260-

acre working ranch serving as a learning lab for conservation, regenerative agricultural practices and creatively 

supporting economic development in a rural community.  The Ranch also hosts a seasonal residency 

program.  The vision of the PMRCCA is to improve the well-being of people and place through the arts, 

stewardship, and sustainable agriculture, with the goal of preserving the land, views, and other assets of the 

historic ranch for years to come.     

Position Overview 

The Special Assistant to the Executive Director provides administrative support to the Executive Director 

and Trustees of the Roundhouse Foundation.  The Special Assistant will work alongside the Executive 

Director and report directly to the Director of Foundation Operations.  This position works cooperatively 

with both Foundation and Pine Meadow Ranch Center for the Arts & Agriculture (PMRCAA) staff.  

 

This position provides strategic and administrative support, including managing appointments and schedules 

for the Executive Director.  In addition, they will develop and manage special projects, including 

collaborations and partnerships to advance the Foundation’s work across rural and Indigenous communities 

in Oregon.  The person in this role is expected to apply a creative and strategic lens to projects and should be 

able to assist in putting thoughts into actions.  This work requires strong relationship building skills, the 

ability to create clear and compelling presentation materials, analytic skills, and attention to detail. 

 

The successful candidate will have software experience, work effectively with team members, and possess 

excellent organizational skills.   They will have the ability to multi-task and a ‘can-do’ attitude which will 

ensure all projects are thoroughly complete and timely.   



The Special Assistant will also work closely with other teams at Roundhouse Foundation including 

PMRCAA, Grants Administration, and Communications and will assist with front office support when 

required. 

Essential Duties and Responsibilities: 

● Serve as a day-to-day support person to the Executive Director.  

○ Manage Executive Director’s schedule, evaluating priorities and opportunities. 

○ Provide administrative assistance, such as writing and editing correspondence, as well 

preparing communications. 

○ Coordinate and prepare external group/committee meetings on behalf of the Executive 

Director. 

■ Prepare meeting agendas and packets. 

■ Take minutes at various group meetings and distribute to attendees, upon the 

Executive Director’s request. 

■ Track and ensure completion on meeting follow-up items. 

○ Organize and prioritize critical and required information to help Executive Director’s 

effectiveness. 

● Manage a variety of special projects for the Executive Director. 

○ Develop project plans 

○ Engage and collaborate with others as needed for the success of each special project. 

● Manages current and cultivates potential new partners as directed by the Executive Director & 

Trustees 

○ Develops and maintains an understanding of high priority partners 

○ Assist program staff for project and program implementation or joint efforts 

● Explores early stage grantmaking/community building ideas in partnership with program staff. 

○ Research and scopes potential and alignment of early grantmaking ideas. 

○ Develops or transitions high-potential opportunities for investment, in partnership with 

appropriate staff. 

○ Responds to or direct phone, email, and letter inquiries regarding the grant process. 

○ Support grant partners regarding content and direction of grant applications. 

○ Help prepare grant proposal materials or reports for the Trustees and Executive Director. 

● Support and provide a positive office environment for all staff and visitors. 

● Assume other duties on behalf of The Roundhouse Foundation as assigned.    

Minimum qualifications 

● A strong desire to support the mission of Roundhouse Foundation, and a commitment to rural and 
Indigenous communities throughout Oregon 

● Experience working independently with senior level staff in private, public or social sectors. 
● 5 years of professional work experience or three years work experience plus Associate’s Degree in 

related field. 
● Exceptional interpersonal and relationship-building skills; with a cooperative attitude and ability to 

provide excellent customer service.  
● Understanding of philanthropy, strong communications capabilities, and experience creating 

presentation materials for a variety of audiences.  High-level proficiency in Microsoft Office 
programs and Google Suite.  



● Exceptional organization skills and accurate attention to detail, including the ability to prioritize work 
effectively and manage multiple, time-sensitive demands.  

● Ability to interact respectfully with people of diverse backgrounds, perspectives, and cultures.  
● A personal style characterized by humility, flexibility, self-awareness, accessibility, curiosity, humor, a 

sense of urgency, and the ability work with grace under pressure.  Personal qualities of honesty, 
transparency, integrity, and credibility. 
 

Desired qualifications 

 

● Lived rural experience. 

● Understanding of Indigenous cultures and Inter-Tribal relationships across the Pacific Northwest.  

● Multi-lingual; Spanish is preferred.  

 

Compensation 

The Special Assistant to the Executive Director is an exempt employee position.  Position compensation is 

$60,000-90,000 annually commensurate with experience. Roundhouse Foundation provides group health 

insurance coverage (medical, dental, vision) and a 401K for eligible employees working an average of at least 

30 hours per week, subject to the terms of the health insurance plan.   

 

Background check 

Employment is contingent upon successful completion of a pre-employment drug screen, background and 

driving record check. 

 

Drug testing 

All employees may be subject to reasonable suspicion drug and alcohol testing. 

 

Mandatory COVID Vaccine Policy 

In an effort to provide and maintain a safe workplace, effective October 2021 Roundhouse Foundation will 

require all new hires to provide proof of vaccination to the RHF HR Office.  This policy is to safeguard the 

health of our employees and their families, our clients and visitors, and the community at large from COVID-

19.  Except as provided by state law, all employees are required to receive COVID-19 vaccinations as a 

condition of employment unless a reasonable accommodation is approved.  A full copy of the policy can be 

provided upon request. 

 

Nondiscrimination statement 

Our policies and practices provide equal opportunity to all qualified individuals in leadership, staffing and 

service, regardless of race, ethnicity, national origin, citizenship status, gender, gender identity, sexual 

orientation, disability, age, religion and any status protected by law. 


