Grant Program Associate
The Roundhouse Foundation

Title: Grant Program Associate

Status: Full-Time; Exempt

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

Location: Sisters, OR, this position does not allow for remote work

Reports to: Senior Grant Program Specialist

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 PMRCAA 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 Grant Program Associate will work closely with the grant team at Roundhouse Foundation headquarters.
They will assist in supporting incoming potential grant partners with technical support, advice and direction
for applications. This position will learn how grant team members work collectively and collaboratively —
both internally and externally with data sourced from local, regional, state and federal agencies along with
philanthropic partners to identify gaps in service to help Roundhouse make informed decisions about
community support needs. They will strive to engage deeply as a partner not just a funder. They will work to

understand the intersections of the work that the Foundation does within its grant program as well as
PMRCAA.

The Grant Program Associate will offer day-to-day grant program support; answering questions and
encouraging community organizations to apply to the Foundation’s regular grant cycles. They will be well-
versed in all the grant opportunities the Foundation offers to help direct partners to the right opportunity.
They will monitor the general grant inquiry email and provide accurate and timely responses to all requests
for information. Furthermore, they may direct new partners to the appropriate staff member to develop a
long-term relationship.

This position will require some travel to grant partner locations and/or local, state ot regional convenings as
directed by the Grants Team.

In addition, this position will serve as a supporter the data management of the Foundation’s Grant
Management Software. They will be tasked to understand changes and features, attend webinars and assist in
educating the Grants Team of all necessary updates.



Successful candidates will have an authentic communication style, centering the work of Oregon’s rural and
Indigenous communities. They will have excellent organizational skills, the ability to multi-task and prioritize
all done with a ‘can-do’ attitude which will ensure all projects are thoroughly complete and timely.

Essential Duties and Responsibilities:

Serve as the day-to-day grant dispatcher for the Foundation. Have a clear and strong understanding
of the Foundation’s grantmaking goals and practices and how they support partners in community.

O Articulate clearly Foundation objectives and initiatives to grant partners to assist them in
creating strong applications.

O Have a working understanding of the Grants Team and each staff member’s role. Direct
partners to the appropriate staff person, if necessary.

0 Understand the challenges and benefits associated with rural, remote and Reservation living
and be able to authentically communicate and build trust with diverse populations.

0 Understand and articulate the intersectionality of the four core focus areas (arts & culture,
environmental stewardship, education, and social services) as well as the strategic initiatives
of the Foundation.

Stay abreast of community assets, opportunities, challenges, innovations, effective practices,
emerging trends and resources relevant to rural and remote communities.
Understanding of data management software (Foundant preferred).

O Assist with updates and additional documentation for partners.

o Attend webinars and stay up to date on data management platform changes and
enhancements.

O Pull reports and other resources to assist the grants team decision making.

Engage in consistent, open communication with Roundhouse staff, skillfully balancing autonomy,
collaboration and coordination; actively exchanging knowledge and information; and maintaining
internal checks-and-balances protocols and turnkey project records.

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

Minimum qualifications

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

2-3 years of relevant experience working with community-based organizations, government agencies,
the philanthropic sector, or advocacy organizations (experience working with a private or community
foundation desirable but not required).

Basic understanding of philanthropy and grantmaking.

High-level proficiency in Microsoft Office programs, particularly Excel, Google Suite and data
analysis.

Strong communication skills including the ability to write well and distill complex information into
easy-to-understand documents.

Is a self-starter who is proactive and able to manage and balance their time between multiple
projects.

A cooperative attitude and ability to provide excellent customer service.

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

A valid driver’s license and the ability to travel to different partner locations as requested by
Foundation leadership.



® 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 to work with grace under pressure. Personal qualities of honesty,
transparency, integrity, and credibility. Strong communication capabilities including the ability to
write well, and translate complex information into concise, descriptive and comprehensible
documents.

Desired qualifications

® Lived rural experience.
® Understanding of Indigenous cultures and Inter-Tribal relationships across the Pacific Northwest.
® Multi-lingual; Spanish is preferred.

Physical Demands/Work Environment/Travel

Roundhouse Foundation is based in Sisters, Oregon and this position is located at the office with limited
remote work opportunities available. Additional travel for grant partner meetings, conferences, and site visits
may be required, as necessary to carry out the responsibilities and duties of the position. Anticipated travel
requirements are 5-10%. While performing the duties of this position, the employee is required to spend
extended periods of time at a computer and to communicate via phone, video conference, and email.

Compensation

The Grant Program Associate position is a full-time exempt employee position. Position compensation is
$50,000-$70,000 annually commensurate with experience. Roundhouse Foundation provides group health
insurance coverage (medical, dental, vision) including medical transport insurance 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 & Drug Testing

We are a community-centered organization, and all our staff conduct significant outreach to schools, social
service centers, and other partner organizations. In addition, our facility (which houses both Roundhouse
Foundation main offices and Pine Meadow Ranch Center for Arts & Agriculture) is a drug-free workplace.
PMRCAA is a working ranch with safety-sensitive positions that would be dangerous if performed under the
influence of drugs or alcohol. Roundhouse Foundation requires all new staff members to satisfactorily pass a
background check, driving record check and pre-employment drug screen for the safety of employees,
community partners and visitors. Therefore, employment is contingent upon successful completion of a pre-
employment drug screen, background and driving record check. 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 and unless a reasonable accommodation is approved, all employees are
required to receive COVID-19 vaccinations as a condition of employment. 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.



