
 

  

 
Early Childhood Program and Operations Coordinator  

The Early Childhood Program and Operations Coordinator will be responsible for supporting the early 
childhood grantmaking program and managing and coordinating office operations and meetings and 
convenings. This role involves supporting efficient early childhood grantmaking processes, facilitating 
effective communication and planning, both within the organization and with external partners, and 
managing various administrative tasks to ensure smooth office operations. The Early Childhood Program 
and Operations Coordinator plays a critical role in key projects and activities both within and across 
departments and works closely with grantees and community partners using our office space. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES  
 
Early Childhood Program/Grantmaking Support 
Collaborating with the Senior Program Director, Early Childhood, the Early Childhood Program and 
Operations Coordinator duties will include but not be limited to: 
 

• Grant Processes Support  
o Develop, cultivate, and maintain relationships with grantees and partners. 
o Work directly with grant seekers to provide clarification of Foundation priorities, direction 

regarding application procedures, and feedback on proposals and submissions.  
o Conduct site visits to current and potential grantees. 
o Participate in the grant review and recommendation process. 
o Prepare grant proposals and recommendations for staff and board review. 
o Support development of formal presentations for the Foundation’s board and community 

partners. 
o Support Foundation staff to collect, analyze, and report program data to track progress 

and demonstrate effectiveness. 
 

• Communications and Convenings  
o Interview grantee partners and work with our communications advisor to publish monthly 

blog posts on the Foundation’s website.  
o Collaborate with our communications advisor to develop content and manage the process 

for a quarterly newsletter for the Foundation’s grantees and partners.  
o Collaborate with the Senior Program Director to plan and execute grantee and stakeholder 

convenings.  
 
Operations Support  
Working closely with the Director of Organizational Learning and Operations, the Early Childhood 
Program and Operations Coordinator duties will include but not be limited to: 
 

• Meeting Coordination and Support  
o Maintain a welcoming space and positive experience for grantees and partners using our 

community rooms.  
o Schedule, coordinate, and support staff, board, and guests (grantees, partners, etc.) using 

Foundation office space, including scheduling, contracts, supplies, and technology.  
o Coordinate internal meetings, including agendas, supplies, technology, and note-taking. 



 

  

o Coordinate board meeting logistics and communications, including location, technology, 
presentations, and refreshments/meals. 

o Coordinate internal processes for preparing board meeting materials.  
o Draft minutes for board and committee meetings. 

 
• Office Operations 

o Oversee vendor relationships, contracts, services and payments (e.g., IT, janitorial, 
parking, etc.) 

o Work with IT vendor to implement internal processes for maintaining office technology 
(updates, security, storage, etc.). 

o Monitor office supplies and inventory, including procurement and restocking. 
o Maintain and manage organizational policies and records, including historical archives, 

minutes, board books, and financial documents.  
o Oversee the Foundation’s memberships and subscriptions.  
o Provide general financial reporting of office expenses. 

 
KNOWLEDGE, SKILLS, AND ABILITIES 
 

• Excellent organizational skills, with a demonstrated ability to prioritize, plan and execute multiple 
projects in a fast-paced environment, with good attention to detail. 

• Exceptional interpersonal and communications skills (both written and verbal).  
• Strong customer service experience and/or skills.  
• Strong IT/computer skills, including video conference systems, Microsoft Office programs and 

other relevant forms of technology. 
• Effective decision-making: ability to analyze information, evaluate results, and implement the best 

solution to solve problems and or challenges. 
• Self-motivated, with a dedication to continual learning and professional development.  
• Ability to work independently, manage multiple deadlines, and understand when a supervisor 

needs to be involved in decision-making. 
 
MINIMUM QUALIFICATIONS 
 

• Bachelor’s degree in Education, Psychology, Sociology, Business, Communications, or a related 
field of study. 

• At least 2 years of administrative/operations and/or customer service experience.  
• At least 2 years of nonprofit experience.  
• Ability to successfully pass a background check and other pre-employment screenings. 
• Ability to work on site, in the Foundation office, five days per week. 

 
ADDITIONAL DESIRED QUALIFICATIONS 
 

• Knowledge of/familiarity with City of Richmond and surrounding areas. 
• Experience taking accurate minutes of Board of Director or similar meetings. 

 
PHYSICAL DEMANDS include but are not limited to: 
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made for 
individuals with medical limitations or disabilities to perform the essential functions. 



 

  

• Able to move items weighing up to 30 lbs. 
• Able to maintain a stationary position while working on a computer, for extended periods of time.  
• Able to work in a constant state of alertness and safe manner. 
• Able to ascend and descend stairs. 

 
Robins Foundation offers a competitive compensation package, including health/wellness benefits, 
401K (with employer contribution), PTO, etc. 
 
Robins Foundation is an Equal Opportunity Employer.  
 
HOW TO APPLY 
To apply, please send your resume and a cover letter expressing your interest in the position to 
info@robinsfdn.org. Applications will be reviewed as they are received, and we will confirm receipt of 
your application within 1 business day. 
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