
Program Assistant - Thrive

North Valley Community Foundation is a nonprofit charitable organization providing
philanthropic services to residents of the North Valley, including grant-making in the areas
of Camp Fire and wildfire relief and recovery, COVID response and economic recovery,
and hundreds of other charitable scholarships, grant programs and projects around the
world.

We are an energetic and deeply collaborative team of about 20 full- and part-time staff
working to provide efficient and effective services to our community. Our office culture is
friendly and intimate and we have very high standards for collegiality and kindness in our
shared work environment. We welcome and celebrate team members from diverse
backgrounds with a wide range of life experiences; we think these qualities make us
stronger and better at our work . We are eager to return to our amazing new office space at
Meriam Park where a variety of workspaces, technologies, meeting rooms and staff hangout
areas help us to work hard while taking care of one another.

Thrive is North Valley Community Foundation's response to the suffering in our
community from decades of trauma compounded by multiple, back-to-back crises. At
Thrive, we have assembled collaborative initiatives of support and resources, so those in
need can find the guidance and compassion they deserve. To help those suffering transform
pain into growth; heal with resilience; and discover what it means to thrive. With collective
and compassionate support – working together – Thrive responds to the needs of the
community, delivering effective healing initiatives that bring help and hope to those
suffering.

Summary of Position

The mission of the Thrive program assistant is to stay five steps ahead of the team by

tracking all of the administrative details and clearing the path for Thrive to make the

greatest contribution possible to our organization and to the community. This person

enjoys managing myriad details while being a team player. The Thrive program assistant

will be a key asset to the program director by anticipating needs at an exceptionally high

level, allowing her to develop vision and strategy for all aspects of Thrive’s work in

collaborative, strategic, whole community healing.



While repetitive tasks are certainly part of this position, the tasks assigned can vary from

week to week based on the team’s needs. The most important responsibility of the program

assistant is to ensure that administrative tasks and projects are completed with a high level

of efficiency, confidentiality, accuracy, flexibility, and positivity in order to support the

Thrive projects and programs.

Responsibilities of the Thrive program assistant:

● Meeting management including scheduling, preparing agendas, reports, taking
notes, distributing action items, and follow up on tasks

● Communicating on the Thrive director’s behalf both internally and externally. This
includes communication with steering committee members, contractors, agency
partners, diverse sector representatives, and NVCF staff/teams.

● Email management on behalf of the Thrive director and within the action inbox
using Gmail, assigning emails to team members as needed

● Running errands and attending in-person meetings multiple times per week

● Complex calendar management and scheduling (both personally and professionally)
on behalf of the Thrive program director and Thrive program team

● Varying personal and professional administrative tasks including, but not limited to,
booking appointments, research projects, coordinating travel, contract/agreement
development, monitoring and payments, and ordering gi�s/flowers, etc.

● Varying event coordination and management tasks including, but not limited to,
managing event invitations and RSVPs, coordinating speakers’ schedules, developing
event work plans and event flow sheets, communication and coordination with
presenters/speakers, anticipating follow-up correspondence and tracking post-event
action items

● Light project management duties

● Coordinating professional and personal correspondence for the Thrive program
director

● Monthly expense reporting on behalf of the Thrive program

Job Specifications

Quality Communication: The Program assistant must be an excellent communicator, in
both written and oral form. This includes proficiency in spelling, grammar and
punctuation. This also includes being able to take a large amount of information and
summarize it quickly both in writing and orally on a regular basis. You must also be able to
track communication (and be very responsive) across multiple channels without losing any
details. Those channels could include in-person meetings, virtual video calls, chat
messages, text messages and/or emails.

High Level of Discretion: Since our program assistant will regularly work with confidential
information, discretion and sensitivity regarding financial information is a must.



Team Player: In addition to working directly with the Thrive program director, the
program assistant will also work with members of the larger NVCF team. They’ll need to be
able to collaborate and communicate well with these team members, maintaining a can-do
spirit.

Anticipating Needs: As a part of our commitment to enabling our Thrive program director
to serve our organization and community partners, our program assistant will strive to
anticipate needs and eliminate friction at work and home whenever possible.

Affinity for Technology: Our program assistant will be technologically savvy and will not
be intimidated by learning new digital tools. Proficiency in the following tech platforms is
ideal: Google Suite, Asana, and Zoom.

Experience: 2-5 years in an administrative role

Work hours: hourly/part time; 20 hours per week - days and times flexible

Rate: $20-$25
Benefits: Paid sick leave, holidays, cellphone stipend
Location: The position will work on-site at NVCF’s offices at Meriam Park, Chico,
California and remotely.
Start Date: The position will be open until filled. We’re ready for you now, but start date
can be somewhat flexible for the right candidate.

Apply: Please submit a cover letter and resume in PDF format to people@nvcf.org. No
references are required until a�er an initial interview is scheduled.

Thank you for your interest in North Valley Community Foundation!

mailto:people@nvcf.org

