
 
 

JOB ANNOUCEMENT 

 

February 6, 2023 

About Philanthropy for the People 

Philanthropy for the People partners with foundations and nonprofits to develop and implement 

equity-centered strategies. Working with clients throughout the U.S., Philanthropy for the People 

provides project-based support to clients committed to operationalizing equity and social justice 

in grantmaking and fundraising.  

 

Position Summary 

Philanthropy for the People is seeking a part-time Executive/Project Assistant. Reporting directly 

to the Chief Executive Officer, the Assistant will provide administrative support including 

scheduling and calendar management, client invoicing, and external communication. The ideal 

candidate will have a background in project management, a willingness to learn, and an interest 

in diversity, equity, and inclusion.  

 

Responsibilities  

- Provide administrative support to ensure efficient operation of daily business activities. 

- Monitor Executive’s calendar to ensure smooth flowing schedule.  

- Coordinate travel arrangements and liaise with clients and contractors during Executive’s 

time out of the office.  

- Assist with coordination, organization, and execution of client projects by reviewing data, 

creating reports, proofreading and editing materials, and preparing templates and 

presentations.  

- Prepare and process client invoices and project budgets, and manage client information 

with a high level of confidentiality and discretion. 

- Special projects as assigned.  

 

Qualifications 

- Experience with nonprofit sector, philanthropy, and DEI 

- Excellent written and verbal communication 

- Excellent time management, creative thinking, and problem-solving skills 

- Ability to plan, coordinate and implement meeting preparation, including agendas, 

technology, and follow-up action items  

- Advanced proficiency in Microsoft Office (Outlook, Word, Excel, and PowerPoint), Canva, 

project management software, and social media platforms  

 

Compensation 

This part-time, hourly position is fully remote. The hourly rate for this role Is $30/hour with an 

expected time commitment of 25 hours/month.   

 

To Apply 

Email resume or link to updated LinkedIn profile and 3 bullet points detailing your background 

and interest in philanthropy, DEI, and consulting to admin@aprilcwalker.com. Applications will be 

accepted on a rolling basis until the position is filled, with priority given to submissions received 

by Friday, February 17, 2023.    


