
Community Services Coordinator 

Consul'ng Contract 

• 12-month contract. Es0mated 20-30 hours a week.  
• $35-$40/hour 
• Reports to Board Chair 

Summary of Work 

The Community Services Coordinator is responsible for ensuring that the communi0es served by The 
Almanor Founda0on (TAF) have a primary contact within the organiza0on to respond to inquiries and 
requests regarding TAF’s Fiscal Sponsorship Services and Scholarship Services. In this capacity the 
posi0on will assist in reviewing applica0ons, onboarding, and management of Funds or Fiscal 
Sponsorships, fund advisors, and grant programs, in coordina0on with the Founda0on Board. The 
posi0on will also work closely with the Fund Development CommiSee on the execu0on of TAF’s Fund 
Development strategies.  

Essen'al Func'ons 

• Be the primary point of contact for fund advisors, including being available during office hours 
via email, phone, and in-person mee0ngs as needed. 

• Work with fund advisors, opera0ons, and finance throughout the en0re process of inquiring 
about, opening, managing, and closing funds of various types at TAF. 

• Coordinate with opera0ons, finance, marke0ng & communica0ons, and other teams as needed, 
and manage issues related to client funds and their rela0onship with TAF. 

• Oversee the maintenance of funds, fund repor0ng, and fund mission focus. 
• Work with the Fund Development and Marke0ng CommiSee in the execu0on TAF’s Fund 

Development Strategy, par0cularly in the development and promo0on of Donor Development, 
and Donor Reten0on.  

• Contribute to work related to grant programs as needed. 

Contractor Specifica'ons 

• Bachelor's degree or equivalent experience in business administra0on, community development 
or nonprofit administra0on, or a combina0on of educa0on and experience. Addi0onally 
experience in project management, nonprofit management, or organiza0onal leadership could 
be valuable to understand the dynamics of managing client rela0onships and overseeing fiscal 
sponsorships effec0vely. 

• Oral and wriSen communica0on ability and discre0on sufficient to regularly interact with and 
independently serve or advise fiscal agents and the public in organiza0onal business. 

• Wri0ng ability sufficient to regularly dra^ clear and concise communica0ons and contract 
amendments related to organiza0onal business. 

• Sufficient familiarity with technical equipment and so^ware to complete tasks in both in-person 
and remote working environments 

• Ability to learn technical procedures and processes from wriSen material. 
• Ability to work in a flexible environment. 


