
 

 
 

FOUNDATION BACKGROUND: Incorporated in 1948, The Morris and Gwendolyn Cafritz Foundation is 
dedicated to improving the lives of residents in the Washington metropolitan area. The Foundation has three 
funding cycles annually, awarding approximately $20 million to qualifying 501(c)(3) charitable organizations in 
the areas of Arts and Humanities, Community Services, Education, Health, and the Environment. 

 
Position Title: Receptionist/Operations Assistant 

 
Purpose: To provide administrative and operational support as needed by the Foundation to ensure that the 
office functions effectively. This position reports to the Grants Manager. 

 
Key Responsibilities: 

 
Administrative: 
 Answer and respond to all incoming phone calls. 
 Review messages from the general voice- and e-mail boxes daily. 
 Greet visitors entering the Foundation office. 
 Maintain appearance of front office area and conference rooms. 
 Inform all staff of building information and updates 
 Assist the Grants Manager in maintaining the accuracy and integrity of the database. 
 Assist applicants with proposal process from application through grant approval and subsequent 

reporting requirements and payment procedures. 
 Respond to requests for Foundation guidelines and grants-related information via mail, fax, or e- mail, 

as appropriate. 
 Verify grantee IRS tax identification numbers and status for monthly grant payments and quarterly 

Board meetings. 
 Assist with monthly grant payout process including copying and distributing grant payments. 
 Work with assigned staff to perform data entry and coding of proposals for the three deadlines each 

year. Notify applicant if proposal requires additional information or is incomplete according to 
Foundation guidelines. 

 Respond to inquiries about grantee requirements and procedures as directed by the Grants 
Manager. 

 Work with Grants Manager on the creation and distribution of Board Packets and related materials. 
 Produce reports for distribution to Foundation Board, the Resource Centers, and others as appropriate. 
 Work with Knowledge Management Team in coordination with Grants Manager and Associate Directors. 
 Manage master program calendar and monitor program deadlines and internal processes for the program 

team and grants management team daily. 
 Maintain Foundation e-mails daily. 
 Prepare check requests, process invoices as assigned. 
 Provide support to the Vice Presidents and Grants Manager, including assisting with calendars, expenses, 

correspondence, and communications. 
 Create, assemble, and maintain central grant files (original proposals, award letters, acknowledgements, 

reject letters, declarations, IRS documents, reports, monthly payment letters and corresponding checks) 
including annual purging and review. 

 Assemble Board meeting handouts and materials, as assigned. 
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Operations: 
 Receive and process incoming and outgoing mail and deliveries. 
 Process courier and shipping requests. 
 Provide daily maintenance of office equipment, including ensuring machines are turned on and off and 

checking the paper supply for the printers and copiers. 
 Submit and track building office work orders and service orders with external vendors. 
 Submit service requests and maintain supplies for office equipment, computers, and telephones. 
 Serve as primary liaison between staff and IT consultants 
 Provide basic technical support to staff 
 Keep reception area files up to date. 
 Maintain the inventory list for office and kitchen supplies. 
 Check and order and replenish supplies on a weekly basis, and as requested. 
 Check and replenish refrigerator stock daily. 
 Maintain the kitchen area, including loading and unloading dishwasher. 
 Assist Grants Manager as a liaison to office vendors. 
 Check all supply invoices against supply orders and submit invoices to Finance Department. 
 Provide logistical support, including catering orders, for internal meetings, staff trainings and external 

meetings, as requested. 
 Provide and set-up food, beverage, and other supplies for Board meetings. Serve refreshments at 

Board meetings. 
 Ensure the Operations Procedures Manual and other office manuals, as assigned, are current. 
 Be open to and contribute creative alternatives for technical solutions and operational improvements. 
 Provide additional support as needed and assigned. 

QUALIFICATIONS: 
 Combination of Bachelor’s Degree and a minimum of 3 years relevant administrative experience working 

with a non-profit is preferred. 
 Knowledge of Microsoft (MS) Office Suite (including strong MS Word and Excel skills) and databases.  
 Must be detail-oriented, able to meet deadlines, handle multiple tasks, and have superb writing and editing 

skills. 
 Must have excellent time management and organizational skills; a sense of humor, diplomacy, and 

discretion; critical thinking skills, flexibility, and judgment. 
 Must have the ability to work both independently and as a team player. 
 Must have excellent interpersonal skills with ability to communicate effectively with all levels of the 

Foundation and the general public. 
 Experience working with budgets and financial documents is highly desired. 

 
COMPENSATION:  Competitive salary, benefits, vacation, health, and retirement plans. Salary 
commensurate with experience.  

 
TO APPLY: Please email a cover letter and resume to info@cafritzfoundation.org, Attn: Ms. Nailah 
Hart, Grants Manager. For best consideration, apply by July 22nd, 2022, and please, no telephone 
inquiries. 
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