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PROPEL CAPITAL 

Program Assistant 
 

Location: Brooklyn, NY Start Date: August 2016 

(Flexible) 

  

ABOUT PROPEL CAPITAL 

Propel Capital (propelcapital.org), is a philanthropic and impact investing fund that 

supports innovative strategies to alleviate poverty. Through grants, investments, and 

hands-on support, Propel funds a range of nonprofits and social enterprises tackling 

some of the most challenging issues of our time. 

 

ABOUT THE POSITION 

Reporting to the Director, the Program Assistant will provide administrative and 

programmatic support for Propel’s grantmaking and investment activities. The Program 

Assistant’s primary responsibility will be to offer administrative and grants management 

assistance for the fund (about 70% of the time). They will also play a vital role in 

supporting research and diligence on grantmaking and investment opportunities and 

contribute to other organization priorities (about 30% of the time). 

The Program Assistant will have the opportunity to acquire experience in grants 

management and work with social entrepreneurs and experts across a wide range of 

issue areas. 

 

KEY RESPONSIBILITIES 

 Maintain the calendar and manage schedule for the Director 

 Provide timely responses to inquiries from grantees, grantseekers, and other 

partners about grant proposals, reports, meetings and other matters 

 Maintain, and improve upon, internal grantee and investment tracking systems; 

ensure potential and current grant and investment information is accurately reflected 

 Conduct background research on prospective grantees and prepare briefing 

materials for the Co-Founders as needed 

 Support the Director in reviewing and assessing active grant proposals 

 Maintain Propel website and social media accounts 

 Handle travel arrangements and expense reimbursements for the Director 

 Provide other administrative support as needed 

 Manage contracts, make payments, and interface with consultants, as necessary 

 

QUALIFICATIONS 

 Excellent oral and written communication skills with a style that builds and maintains 

relationships 

 Professional demeanor and attitude and strong interpersonal skills 
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 Ability to meet deadlines and prioritize tasks independently 

 Exceptional organizational skills – able to juggle multiple projects, timelines, and 

inquiries 

 Ability to identify, collect, organize and synthesize information from a variety of data 

sources 

 A “self-starter” and problem solver; willing to take initiative and own high priority 

tasks and projects 

 A high level of personal responsibility, integrity, trust and accountability 

 Operating style suited to working in a small-office setting where flexibility, sense of 

humor, and resourcefulness are highly valued 

 Facility with technology (e.g., Excel, calendar interfaces, scheduling and project 

management applications, social media applications) 

 2-4 years of full-time work experience 

 A bachelor’s degree is required; an advanced degree is a plus 

 

Interested candidates should submit a resume and one-page cover letter via e-

mail to katya@propelcapital.org. Applications will be reviewed on a rolling basis. 
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