
VISTA POSITION DESCRIPTION 

 
 
Title:  Affiliate Community Foundation Program Assistant (hired as a VISTA- Volunteer in Service to America Member) 
Organization: Community Foundation of Northeast Iowa, CFNEIA 
Reports to:  Jamar Thompson, Affiliate Development Director 
Hours:  Full-time, VISTA Position with stipend- 1 year commitment required 
 
 
Position Summary:  Responsible for developing and implementing local and statewide strategies and programs to 
build the capacity and ability of local community foundation volunteers to capture the transfer of wealth in 
communities that in turn will provide long-term support and sustainability to nonprofit organizations through 
endowment funds.   
 
 
Minimum Qualifications:   
1. Must be 18 years of age or older; preferred college degree. 
2. Education emphasis preferred in nonprofit or organizational management; knowledge of the sector a plus, 

specifically community foundations, a plus. 
3. Excellent verbal, written communication, interpersonal, organizational/time management and facilitation skills. 
4. Demonstrated passion for community building desired. 
5. Demonstrated leadership skills & ability to manage and work with groups/committees/volunteers. 
6. Disposition toward identifying opportunities and taking the initiative to see success. 
7. Required computer skills and knowledge (including, but not limited to, Microsoft Office Suite). 
8. Valid driver’s license and personal transportation. 
 
 
Essential Job Duties and Responsibilities: 
1. Provide direct support to community foundation volunteers in a variety of areas related to community 

engagement, grantmaking, asset development, etc. 
2. Coordinate, implement and facilitate training sessions, conference calls, etc. for community foundation 

volunteers to increase their knowledge about community foundations.  
3. Coordinate and conduct outreach sessions, events and connection opportunities to share information about the 

transfer of wealth and grant opportunities where available.   
4. Facilitate the development of an asset development strategy for community foundations with the goal of securing 

current endowment contributions as well as engaging donors in a “Legacy Society” (recognition program for 
donors who indicate intentions to leave a planned gift to an endowment fund at a community foundation). 

5. Deliver existing and develop new trainings, tools and resources to help local communities capture charitable 
endowment dollars. 

6. Develop and maintain promotional and educational materials regarding the local community foundations.  
7. Facilitate and assist volunteers in agenda/goal setting.   
8. Participate and contribute to the statewide network of VISTAs during the project year. 
9. Other duties as assigned/developed. 
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