
 
The Joyce Foundation 

Position Description 

 

Program Assistant 

Culture and Democracy Programs 
 
Reports To: Program Directors for Culture & Democracy     
Status: Full-Time 
Location: Chicago, IL (currently hybrid - 3 days a week in office) 
  
 

FOUNDATION OVERVIEW 
The Joyce Foundation is a private, nonpartisan philanthropy that invests in public policies and strategies 
to advance racial equity and economic mobility for the next generation in the Great Lakes region. We 
support policy research, development, and advocacy in six program areas: Culture, Democracy, Education 
& Economic Mobility, Environment, Gun Violence Prevention & Justice Reform, and Journalism. We focus 
our grant making primarily in the region, while also exploring promising, evidence-informed policy 
solutions nationally and at the federal level. The Joyce Foundation makes charitable distributions of over 
$50 million annually on assets exceeding $1 billion.  The Foundation has a staff of 35 and is governed by 
a 12-member Board of Directors.  
 
The starting salary for this position is $62K. The Foundation offers a generous employee benefits package 
including paid time off and robust health and wellness benefits and an environment of continuous 
learning, commitment and self-accountability. We look forward to your application. 

 

PROGRAMS OVERVIEW: 
The new Program Assistant will provide support to two Foundation programs: the Democracy Program 
and the Culture Program. 
 
The Joyce Foundation has long been a leading funder in advancing nonpartisan democracy policies and 
best practices in the Great Lakes region and nationally. The Democracy Program’s current strategy to 
build a more equitable democracy focuses on Voting Rights & Elections, Fair Representation and 
Redistricting, and Census Data Accuracy. You can read more about the full Democracy program strategy 
here. In addition, the Democracy Program frequently partners with other Foundation programs on areas 
of mutual interest, including a joint pilot project with the Gun Violence Prevention & Justice Reform 
Program to address the rise of political violence. 

 
With a primary focus on Chicago, the Culture program supports the development, growth, and visibility 
of artists of color and arts organizations of color to advance racial equity and inspire creativity.  The 
Culture program also oversees the annual Joyce Awards process.  The Joyce Awards, the only regional 
program supporting artists of color in major Great Lakes cities, aims to inspire creativity, artistic 
excellence, and collaboration in Great Lakes communities. You can read the full Culture program 
strategy here.  

 
POSITION SUMMARY: 
The Program Assistant will provide to the Democracy and Culture programs the following, essential 
administrative support:  processing of grant applications and ongoing grants through the Foundation’s 

https://www.joycefdn.org/programs/democracy
https://www.joycefdn.org/programs/democracy
https://www.joycefdn.org/programs/culture


 
grants management software system (Fluxx); clearly and timely communicating with prospective, 
current and former program grantees; handling the logistics for program team members’ in-person and 
virtual convenings; managing scheduling and travel arrangements for program staff; and handling other 
administrative tasks.   
 
Principal Duties and Responsibilities 
 
Grants Management and Grantee Interaction/Vetting 
In accordance with The Chicago Manual of Style, the Joyce Foundation style sheet, defined procedures 
and established deadlines: 

• Work with program team to monitor the grant process, including keeping the grant approval 
process on track for timely review and approval 

• Promptly and clearly respond to routine written and phone inquiries about grants 

• Review grant proposals for completeness, including proper budget coding 

• Assist program team members in the preparation, editing and organization of grant related 
documents, including award letters 

• Work with program team to track and maintain up-to-date program budget tracker, program 
benchmark progress and other grant-related data 

• Collaborate with program team members in the preparation of materials for the meetings of the 
Board of Directors  

• Consistently ensure grant and grantee information in Fluxx is current and accurate 

• Monitor timely submission of grant reports 

• Maintain and regularly update spreadsheet of program-specific contact lists 
 

Meetings and Convenings 

• Coordinate and schedule in-office and virtual meetings and convenings, including managing of 
invitation lists, preparing and sending invitations, tracking responses, ensuring in-person guests 
entered in the building’s security system and, when relevant arranging space, catering and/or 
other guest services, such as hotel stays for out-of-town guests when needed  

• For program teams members’ virtual convenings, arranging and hosting webinars using the 
respective program team member’s preferred platform  

• Collaborating with others to ensure flawless technical preparation and support for all meetings 
and convenings 

• Prepare presentations (Powerpoint etc.) for program team meetings by formatting, inputting, 
editing and conceptualizing text and images  
 

Program Administrative Support 
In support of all program team members and according to defined procedures, the Program Assistant 
will: 

• Schedule meeting for, and manage calendars of, program team members 

• Upon a program team member’s request, conduct program-specific research (e.g., gathering 
relevant news articles) 

• Assemble relevant information for correspondence, reports and meetings; and take notes and 
keep records of program team members’ meetings 

• Schedule travel arrangements, including flight and hotel plans  

• Prepare and submit expenses for reimbursement  



 
 

Office Administrative Support 

• Provide general office administration when needed, including reception or Board meeting 
support 

 
SUPERVISORY RESPONSIBILITY 
None 
 
ESSENTIAL FUNCTIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.   
 
QUALIFICATIONS 
The requirements listed below are representative of the knowledge, skills and abilities required to 
successfully perform the role of Program Assistant.  
 
EDUCATION and/or EXPERIENCE  

• 3 years of directly related work experience providing administrative support that includes 
scheduling, generating correspondence and reports and interfacing with internal and external 
stakeholders  

• Appreciation of the Foundation’s mission and programs and willingness to learn and embrace 
basic grants management principles 

• Background and/or interest in the work of the Democracy and Culture programs and fields of 
activity 

 
ORGANIZATION, TIME MANAGEMENT AND COMMUNICATION SKILLS 

• Ability to consistently follow directions, plan and organize own work and assist with planning 
and organizing the work of others  

• Excellent time management skills, ability to prioritize and manage multiple and varied tasks, 
while meeting deadlines 

• Superior ability to communicate proficiently in English, strong grammar, spelling and vocabulary 
utilization, and strong proofreading ability 

• Ability to interact professionally, cordially and confidently in a variety of business contexts with 
internal and external stakeholders, including board members, other funders, potential and 
current grant recipients 

• Strong organizational skills with unwavering attention to detail 

• Commitment to excellence in work product delivered by self and others 

• Ability to anticipate resource and other needs and respond proactively to support others in their 
work 

• Process-oriented—ability and willingness to follow existing processes to completion 

• Team player able to contribute to the formation of effective working relationships across all 
levels of the organization 

 
COMPUTER /TECHNICAL/MATHMATICAL SKILLS 

• Expert level proficiency with all Microsoft Word, Excel, PowerPoint and Outlook 

• Proficiency entering information into and retrieving information from one or more database 
applications 



 
• Ability to learn new technology quickly and competently 

 
REASONING ABILITY 

• Ability to research, compile, and understand general information and identify solutions to 
routine problems  

 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this position.  

• Ability to walk and stand occasionally and sit for extended periods of time 

• Ability to view and read information on screen and paper for extended periods of time 

• Ability to lift and move up items weighing up to 10 pounds 
 
WORK ENVIRONMENT The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
The office work environment is clean, orderly, and quiet. This is an in-office position; remote work may 
be permitted with management approval. Joyce requires that employees be fully-vaccinated against 
COVID-19 and have received a COVID vaccine booster shot if a booster is indicated per CDC booster 
timing guidelines (subject to reasonable accommodation for those who cannot receive a COVID 
vaccination due to a disability or a sincerely-held religious belief). 
 
TRAVEL REQUIREMENTS 
None 
 
TO APPLY 
Please submit a cover letter that outlines your interest and qualifications for this position along with 
your resume to: talent@joycefdn.org.  
 

mailto:talent@joycefdn.org

