
THE HEINZ ENDOWMENTS
Howard Heinz Endowment  •  Vira I. Heinz Endowment 

Job Title: Program Associate, Arts & Culture 

Reports to: Managing Director 

Employment Category: Exempt, Regular, Full Time 

Date: April 2026 

Overview 

The Heinz Endowments is seeking a Program Associate to join its Arts & Culture team. This position is 

well suited for a detail-oriented, analytically minded professional with programmatic experience and a 

genuine commitment to arts and culture in the community. 

The Program Associate will play an active role across a broad range of grantmaking activities, including 

assessing grant inquiries, synthesizing research, tracking portfolio performance, and preparing materials 

for board review. The position also encompasses supporting special projects, placemaking initiatives, 

community partnerships, and contributions to mission-aligned storytelling and communications. 

For a skilled coordinator or program professional, this role offers meaningful breadth and a path for 

growth into grantmaking, providing an opportunity to deepen subject matter expertise, take on greater 

strategic responsibility, and contribute to advancing a vision of growing an exemplary sustainable 

Pittsburgh region where everyone prospers and belongs. 

Purpose of the Program Associate Position 

The Program Associate plays a key role in the foundation’s grantmaking efforts by providing 

administrative and grant processing support to program management and supporting the implementation 

of Arts & Culture program activities and emerging initiatives. This role also serves as a central 

coordination point for internal workflow, ensuring clarity, consistency, and efficiency across the Arts & 

Culture grantmaking process. This role is ideal for a candidate who is passionate about driving social 

impact and has a strong skill set in data management, analysis, and community engagement. The Program 

Associate is responsible for managing grant documentation, tracking reporting timelines, and ensuring 

high-quality grant outcomes through ongoing impact analysis. May assist with reviewing and preparing 

proposals and report preparation after grant completion; and represents the foundation to grantees. 

Program Associate Key Organizational Relationships 

• Reports to the Managing Director, focusing on grants management and meeting coordination,

grantee relationships, and overseeing the program cycle and deliverables.

• Works in close coordination with the Senior Program Officer to ensure compliance with

operational, grants cycle, documentation, and compliance-related matters and policies while

maintaining primary reporting, prioritization, and portfolio oversight through the Managing

Director.

• Works closely with the Learning, Evaluation, and Research team to ensure consistency with

evaluation requirements and accurate tracking of grant-related data.

• Serves as a specialized resource to assigned portfolio teams, within scope of duties highlighted

below.



Program Associate Position Responsibilities 

1. Organizational Effectiveness: Grant Management

• Oversee and manage assigned grants through their full lifecycle, from application review to final

reporting, ensuring compliance with foundation guidelines under supervision of the Managing

Director and in support of other team members.

• Assist with reviewing grant proposals and preparing reports upon grant completion, applying

independent judgment within defined procedures.

• Monitor the progress and quality of interim and final reports, working with grantees to ensure

timely submission and addressing concerns in coordination with applicable Program Officers.

• Support impact analysis and quality assessments to gauge the effectiveness of grants, as assigned.

• Support portfolio-level tracking and coordination across Courses of Action, ensuring alignment

with the Arts & Culture Strategy Implementation Guide (SIG).

• Maintain accurate records in grant management and data systems; assist in tracking and reporting

on grants and program metrics in compliance with data integrity standards.

• Maintain working knowledge of internal due diligence requirements, compliance protocols, and

GMS standards, serving as a point of contact between program staff and Grants Administration

on operational procedures.

2. Research, Policy Analysis and Data Analysis

• Conduct research on community indicators, emerging trends, and potential grantmaking

opportunities aligned with foundation priorities and the Arts & Culture strategy.

• Perform policy research and analysis to inform grantmaking strategies and identify advocacy

opportunities relevant to the foundation’s focus areas.

• Analyze data related to grant outcomes and broader program impact, contributing to foundation

learning and strategy refinement.

• Research and share best practices and relevant public research to support program decision-

making.

3. Grantee Relations, Stakeholder Engagement & Philanthropic Practice

• Serve as a knowledgeable point of contact for grantees on administrative matters, managing

inquiries, guiding them through the grant process, and assisting with pre-grant information

requests; may represent the foundation to grantees as appropriate.

• Build and maintain positive, trust-based relationships with grantees, community stakeholders, and

other foundation partners.

• Work in cooperation with other program areas to develop integrated grantmaking activities where

applicable.

• Participate in program and organization-wide strategic planning processes.

• Develop an understanding of the relevant philanthropic community and forge working

partnerships with other foundations to achieve strategic objectives.

• Appropriately represent the Endowments within the communities the foundation seeks to serve.

4. Reporting and Presentation

• Synthesize grant insights and portfolio trends to support internal decision-making and board-level

discussions.

• Develop clear and compelling reports and presentations that summarize grant outcomes,

community impact, and insights.

• Utilize technology and CRM systems to track and document interactions, grant milestones, and

key metrics.



• Draft, edit, and proofread documents, reports, and presentations for clarity and accuracy; support

program staff and work collaboratively with the department to ensure preparation of written

materials.

• Prepare and organize grant meeting materials, accurately document grant decisions, and track

grantee reporting and follow-up. Collaborate with Grants Administration to ensure consistency in

communication and avoid duplication of efforts.

• Provide specialized, project-based support with board-related meeting materials, presentations,

analysis, etc. as needed.

5. Project and Administrative Support

• Lead end-to-end project management for key strategic initiatives, developing and maintaining

project timelines, tracking milestones, and proactively managing dependencies to ensure on-time

delivery of critical deliverables.

• Execute assigned project tasks with a high degree of autonomy, exercising sound judgment to

drive progress while escalating key decisions and risks appropriately.

• Partner cross-functionally on special projects and program initiatives, identifying opportunities to

streamline processes and strengthen operational effectiveness across the foundation.

• Support team coordination and accountability systems (e.g., tracking priorities, deliverables, and

team progress) and manage special projects.

• Utilize foundation grantmaking and other information systems in compliance with policies and

adhere to standards of data integrity.

• Possess sufficient knowledge of office systems, facilities, and procedures; lead and encourage

their use by the assigned program team (e.g., videoconferencing, desktop computer applications,

phones, etc.). Responsible for personal calendaring and scheduling of appointments.

• Protect the organization’s confidential information through appropriate handling and archiving of

sensitive information and documents.

6. Other duties as assigned.

Qualifications & Abilities 

• Strong organizational and multitasking abilities, with keen attention to detail.

• Ability to drive effective project management by overseeing planning, execution, and delivery of

key initiatives, ensuring timelines, resources, and objectives align with organizational goals.

• Excellent written and verbal communication skills, including proofreading and editing with

ability to conduct basic research, summarizing information, and supporting written

communications (reports, summaries, etc.).

• Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint) and familiarity with grant

management or CRM software; ability to develop expertise in data systems use.

• Proven experience providing scheduling, meeting coordination, and general administrative

support to multiple team members with a customer service mindset.

• Event planning experience, including event planning software, executing events or meetings,

coordinating logistics, communicating with vendors, and managing follow-up tasks.

• Demonstrates flexibility in adapting to changing priorities and deadlines, while balancing

independent work with team engagement. Effective collaborator across organizational functions,

with strong interpersonal communication skills and the ability to navigate differences to achieve

shared solutions.

• Passionate about the Foundation's mission and committed to building cultural competency and

addressing biases and inequities.

• Experience with or interest in public spaces, creative placemaking, urban planning, or community

development initiatives is preferred.



Experience & Education  

We value relevant experience and demonstrated competencies over specific degrees or fields of study. 

Candidates are encouraged to show how their educational background and hands-on experience together 

reflect the qualifications and skills this position requires. 

The ideal candidate brings 3–5 years of experience in a grants or program support role within a nonprofit, 

foundation, or similar environment, along with a working knowledge of and genuine interest in the local 

arts and culture sector. If you have built your career at the intersection of arts and community — 

coordinating programs, managing grants, bringing events to life, or supporting operations at a nonprofit or 

cultural organization — this role was designed with you in mind.  

Location & Compensations/Benefits 

This position offers a hybrid schedule and requires in-office attendance Tuesday/Wednesday/Thursday, or 

when work meetings/needs require.  The office is located at 625 Liberty Ave in Pittsburgh, PA. 

This position is full-time (35-40 hours per week) with a compensation range: $75,000 - $85,000, 

commensurate with experience. A full suite of benefits including healthcare, retirement plan 

contributions, paid time off, and on-site parking are provided.   

Application Process 

Interested candidates should submit a cover letter and resume through the online application. Applications 

submitted via email will not be accepted. Inquiries and referrals may be directed to Christie Cawley at 

ccawley@heinz.org.  

The Heinz Endowments is an Equal Opportunity Employer that welcomes and encourages a diverse pool 

of candidates in this search. 

https://theheinzendowments.bamboohr.com/careers/29?source=aWQ9MjU%3D
mailto:ccawley@heinz.org

