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HEFN Program Assistant Announcement
HEFN is a network of funders supporting work at the intersections of health and the environment. HEFN helps funders learn and work together in support of healthier people, ecosystems, and communities. HEFN’s mission is to build and strengthen philanthropy – and the movements supported by it – to reduce and eliminate environmental threats to health.  
HEFN is seeking a full-time program assistant.  The position includes considerable administrative responsibility, with opportunities for professional growth and learning about philanthropy on health, environment, & equity through programmatic work.  The HEFN staff works from a small office in Bethesda, Maryland (three blocks from the Bethesda Metro station), usually during standard business hours from 9:00 am to 5:00 pm.  Duties may include: 

Office management and information systems: 

· Help populate and maintain HEFN web site.

· Track development (proposals, grants, reports) and assist with preparations of proposals and reports.

· Maintain HEFN databases. 

· Maintain office systems and supplies.

Support to Coordinator / Deputy Coordinator: 

· Schedule conference calls and meetings.

· Manage registrations and travel arrangements for work meetings and travel.

· Assist with other scheduling, correspondence and programmatic work as needed.

· Manage calendar of grantseeker “office hours.”

Programmatic Work: 

· Assist Coordinator and Deputy Coordinator in preparation of e-newsletter, website content, and conference calls, and with special projects.

· Support meeting planning and preparation, including management of materials production and meeting logistics. 

· Manage general inquiries and information requests for office.

Qualifications:  

· Bachelor’s degree. 

· Excellent oral and written skills.

· Extensive computer skills (expertise with Microsoft Word, Excel, and Outlook required; experience with databases, Internet research, and websites desirable).

· Ability to work independently and effectively manage workload.   

· Strong organizational skills and attentive to detail.

· Experience working with nonprofits or foundations desirable. 

· Willingness to travel occasionally to funder meetings and conferences.


Characteristics: 
Candidates must enjoy working as a team member in a small office setting. Reliability, flexibility, a quick mind, and a sense of humor are strongly valued. 


Compensation:

Salary Range:
Low to mid thirties, depending on experience

Benefits: 
Generous package, including medical, dental, vision, life insurance, retirement, vacation.

How to Apply:

HEFN (based in Bethesda, MD) is a project of the Consultative Group on Biological Diversity (based in San Francisco), which is an equal opportunity employer.  People of color are strongly encouraged to apply. To apply, please submit a cover letter and resume via email to hefn@hefn.org by October 31, 2007. Please note “HEFN – Program Assistant” in the subject line. No phone calls please.
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