
 

                         
                
            

Program Associate 
Position Description 

 
Organization 
The Peter and Carmen Lucia Buck (PCLB) Foundation is a private family foundation that seeks to help 
people solve problems in their communities. Our program areas are education, outdoors, medicine, 
science, and family projects. In those areas, we identify and support dynamic leaders and effective 
organizations who work unselfishly to improve and empower those around them. We provide 
problem-solvers with connections, information, experience, and money that they need to provide 
their communities with critical skills and resources—ultimately, to do something remarkable. 
 
Position Summary 
As a member of PCLB’s Program Team, the Program Associate supports the E  ca       am’s 
Charter Schools portfolio with grant-making and grant oversight by engaging in a range of work. 
This includes conducting comprehensive research; analyzing and synthesizing qualitative and 
quantitative information; conducting an initial review of completed evaluation and monitoring 
documents/templates; drafting program-related communications; and managing logistics and 
tracking for specific grant activities. Additionally, the Program Associate is directly responsible for 
management, oversight, and relationship building for a select set of grantees, as assigned by the 
Team. 
 
The ideal candidate for this position is an independent worker and thinker. The ideal candidate has 
strong knowledge of public education, including public charter schools, and is skilled at conducting 
research, working with datasets, interacting with external parties, and synthesizing findings for a lay 
audience. The Program Associate will also apply critical thinking skills when managing a discrete set 
of grants and grantee relationships. 
 
Responsibilities 
Grant Strategy Development 

▪ Pa   c pa  s    a      ps   c m           a      f        c a g  g g a   s  a  g  s c  a    
   ac      PCLB’s   -y a  g a s   

▪ Us s q a    a     a   q a   a       s a c        p     C a     Sc    s   am      s a   m    
ab     ss  s/  p cs  f       s      c           ma   y    p   f  m g a   s  a  g  s  a   c  a   
c  a    p   s   a  a a yz  a   sy    s z    s a c  f     gs   

▪ C     b   s        c  a      f     s a     mp a  s   a    ab       C a     Sc    s   am    
m     ff c     y a       ab y   ac  p  g  ss    a  s   -y a  g a s  

▪  ss s s        a a ys s  f       a  y c    c     a a a  /   p b  c   x    a   a a      a  a   
p  g  ss    a   PCLB’s   -  a  g a s   

 
Grant-making 

▪ C    c s bac g        s a c       ga  za    s/ ss  s  f       s         C a     Sc    s 
  am a         ps  asy         s a   p  f   s      p   s   a  cap           q  s    
  f  ma       

▪ Ex c   s     g a  -ma   g p  c ss f   a s   c    s   f g a    s  as ass g              a     s  
   s        c    s         f app  ca    s/  p   s a     af   g       a -fac  g ass ssm    
  c m   s  

▪  ss s s      af   g       a  p  s   a    s  a   as         ma  s       a  p  s   a    s    
 xp a    a    a   f     c mm        c     f g a  s  

▪ S pp   s     C a     Sc    s   am          s   s   p a  s      mp    m   s    PCLB’s 
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      a  y       p   p  f  ma c  m as   m   s   
▪ S pp   s     C a     Sc    s   am      a a ys s  f  a a s bm           g  p  f  ma c  

m as   m   s  
 
Grantee Relationship Building 

▪ E gag s      g a    s      g  s      s  s  m     gs  p     ca  s a         c a    s    
     s a         ga  za    ’s      a              pp         s  c a    g s  a   a  a c s   

▪ P  s    s   s        a         g  a   s a  s   a    gs       a  y by   c m     g c    ca  
  f  ma     ab    g a           

 
On-going Learning and Development 

▪ S pp   s   am      c m     g  a   s  p   c p  s  c  c p s  a   m     s                p 
c   fy/  s        a  z           a    ’s p    s p y a   s  a  g c app  ac  s   

▪ P  m   s a   pa   c pa  s    a c        f   a    g a   c        s  mp    m     
 
Qualifications 
A qualified candidate possesses: 

▪ C mm  m                a    ’s c     a   s  f Exc     c    a    ss  H m    y  S  f-R   a c   
a      s         ss  

▪ C mm  m       a   b    f             a    ’s c    p  g am a  as a   p   f    s   
▪ P ss ss s s m  s bj c  ma            g    xp     c   a         s     PCLB’s p  g am 

a  as/p   f    s a  /   p   a     py  
▪ Exc       q a    a      q a   a      a   a a ys s s    s a   c mf        s  g app  cab   

  c     gy s c  as M c  s f  Exc     
▪ Exc       c mm   ca     a        p  s  a  s    s a       ab    y     s ab  s  a   ma   a   

 ff c           g    a    s  ps      a       a g   f         a s  
▪ P  j c  ma ag m    s    s    ma ag  m    p   p  j c s s m   a    s y a   c mp            -

  m   
▪ D sc       a   c mm  m         ga  za    a  c  f      a   y  
▪ W     g  ss      a    a           f  x b       s  as         
▪   Bac     ’s   g    a   a m   m m  f  -  y a s  f    a     xp     c   p  f  ab y      

   p  f  s    f    a    s  
 
Location 
S aff sp           ays p        “     p  p   ”              f          g a    s                    
C  y  ff c       c    ag  s                 ays may b    m     
 
Compensation  
    a   a  sa a y  a g   s $8         $9      a       sa a y  s c mm  s  a            ca    a  ’s 
s    s a    xp     c   PCLB a s   ff  s a s    g b   f  s pac ag    
 
Application Process 
I     s    app  ca  s s      s bm   a c            a     s m     ca    s@pc bf    a       g  I      
s bj c         am             f     p s      f      c  y   a   app y  g a       ca         y   sa      
a     c m     W              app  ca    s    a       g bas s           p s       s f        
 
    P     a   Ca m   L c a B c       a      s a   q a   pp       y  mp  y    


