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Public Policy Associate 

JOB DESCRIPTION 
January 2023 

 

Location:  Bayside or Crescent City, CA 
Reports to:  Director, Policy, Advocacy & Civic Leadership 
Department:  Executive, Culture, and Public Policy 

Status; Level:  Regular, Non-exempt; Associate 
Wage Range:  $20.00 - $22.25/hour depending on experience, plus health benefits, retirement 

benefits, paid holidays and sick time; $24.75 expected at 1 year of tenure 
 

About Humboldt Area Foundation 
Humboldt Area Foundation and Wild Rivers Community Foundation (HAF+WRCF) serve the residents of 
Humboldt, Del Norte, and Trinity counties in California, and Curry County in Oregon, including the 
region’s 27 Tribal Nations and historically Indigenous territories.  Our rural, predominantly economically 
disadvantaged region serves 200,000 residents in over 10,000 square miles of land.  HAF/WRCF was 
founded in 1972 and has current assets of $155 million and an annual budget of $15.8 million.   

 In 2020, HAF+WRCF adopted a generational vision of a Thriving, Just, Healthy, and Equitable Region. This 
vision is implemented through four decade-long goals of increasing Racial Equity, Thriving Youth and 
Families, Healthy Ecosystems and Environments, and a Just Economy. Supporting vulnerable communities 
is at the heart and action of HAF+WRCF, and for over two decades HAF+WRCF has intentionally focused 
resources toward historically underserved populations, unheard voices, and those who experience the 
highest rates of disparities.  

HAF+WRCF implements a holistic toolkit of services to ensure we are supporting community needs. This 
includes capacity building, advocacy and policy work, networking, leadership training, impact investing, 
community co-design, and leveraging funds, as well as providing grants and scholarships and managing 
programs and initiatives.  Key programs and initiatives include the Native Cultures Fund, Equity Alliance of 
the North Coast, and the Redwood Region Climate and Community Resilience Hub (CORE Hub). It also 
deploys emergency response, recovery, and resilience funding and regranting through its innovative 
Community Response Team. In addition, HAF+WRCF provides high quality charitable giving services to 
individuals, families and businesses and develops deep relationships with financial and professional 
advisors and provides them with resources to help their clients with planned giving. 

Time Commitment: 40 hours/week; 8:30a-5:00p Monday-Friday, occasional evenings, weekends, 
overtime 
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Job Description 
The Public Policy Associate will perform high level administrative and programmatic duties, handling a 
broad and diverse range of responsibilities and assignments, both internally and externally, to advance 
the Humboldt Area Foundation+Wild Rivers Community Foundation’s (HAF+WRCF) policy and advocacy 
work. The position calls for an individual with excellent research, political analysis, time and project 
management, communications, administrative and organizational skills. Understanding of the regional 
political landscape, Tribal politics and government, and state political structures is important. The Public 
Policy Associate must be able to manage complex high stakes direct communication with community 
partners and policy makers. 

Additionally, this Associate will be responsible for collaborating with staff across HAF+WRCF to grow an 
organizational practice of the public policy framework. This may include, providing peer mentorship and 
education on policy research and analysis, preparation of briefings and presentations, administrative 
support for convening partners to advance a policy agenda and mapping key contacts and partnerships.  

As a vital support to the Director of Public Policy, Advocacy and Civic Leadership, the person in this role 
will coordinate information, logistics and processes to facilitate the Foundation’s policy work with 
external partners. This includes preparation and evaluation of proposals, conducting background 
research, communicating with outside parties, drafting materials, scheduling, and developing internal 
organizational systems. The Policy Associate must have the skills to assess, research, interpret, and 
communicate the local/regional, state, and federal political landscapes, possessing the written, verbal, 
and analytical skills to inform executives, navigate and maintain complex external relationships, and be a 
keen observer and analyst of situational nuance, conflicting perspectives, and competing political 
interests.  

The Foundation’s integrated public policy practice is new and a key part of a significant organizational 
transformation process. As such, it is important that the Policy Associate is adaptable and flexible as the 
specific responsibilities of the role will evolve.  

Job Duties and Essential Functions 

Development and Implementation of Policy Platform and Related Systems 
• Work with the Director of Public Policy, Advocacy and Civic Leadership (Policy Director) to 

develop an organizational public policy platform, and coordinate implementation of that 
platform. 

• Develop and maintain organizational systems for the public policy team, including filing system, 
contacts database, content management, master calendar, vetting tools, and templates 
(briefings, presentation, position statements). 

• Compile and draft various communications and briefing materials on behalf of the Policy Director 
or other senior foundation staff. This may include letters of support for partner organizations or 
issues, advocacy positions, talking points and key messages for public hearings and events, or for 
use in traditional and social media.  

• Provide peer mentoring to others on staff and facilitate cross-team practices on research, 
analysis, briefings, presentations, position statements, vetting processes, and coordination of 
coalition building process to improve organization-wide competencies and effectiveness. 

• Coordinate regular internal team meetings to align and advance policy platform and practice.  
• Coordinate policy coalitions. 



3 | P a g e  
 

• Establish systems to regularly and effectively communicate measurement, evaluation and 
learnings (MEL) related to Policy and Advocacy to key leadership and staff (as part of 
organization-wide MEL practice). 
 

Research and Analysis 
• Research and analysis on priority policy issues, including connecting local issues to state and 

national activities and systems.  
• Prepare presentations and policy papers for internal and external partners. 
• Regularly monitor, track and analyze priority legislative, regulatory, elections, and other policy 

issues. Routinely orient and brief team accordingly, including concise analysis and 
recommendations. 
 

Relationship Cultivation 
• Develop and coordinate a plan for maintaining exceptional relationships with local, state, federal 

and Tribal government elected/appointed officials, public agency staff leads and community 
policy partners. This includes mapping key contacts and coordinating related correspondence and 
educational meetings. Maintain complex and sensitive relationships with a high degree of poise, 
confidentiality, and gracefulness.  

• Assist in setting and communicating expectations and pacing of the public policy and advocacy 
function with internal and external partners. 
 

Administrative 
• Coordinate public policy communications with Marketing and Communications Team, including 

drafting and collaborating to implement related communications plans and content, and 
engaging community partners or policy makers as needed. 

• Complex scheduling and administrative support to organize, prepare for, host, and follow up on 
internal and external appointments and meetings.  

o Synthesize and provide pertinent information for succinct written, visual and verbal 
briefings, reports and presentations, and concise analysis and recommendations. 

o Proactively develop and/or examine upcoming meeting agendas, participant, priorities, 
and related preparation and follow up. 

o Skillful, nuanced and politically savvy note taking for internal and external use, 
documenting key agreements, questions, and next steps.  

o Provide recommendations based on meeting information. 
• Create a system for strong administrative support for event, convening and meeting 

coordination, including: 
o Outreach, communications and calendaring invites. 
o Timely email correspondence. 
o Onsite and/or virtual logistics and coordination. 
o Follow up communication and coordination to advance agreements and action items.  

• Manage administrative duties such as credit card reconciliation, travel logistics, contract budgets 
and payments, drafting and maintaining project budgets, etc. 

• Provide coverage for other Coordinators and front desk as needed. 
 

Other 
• This position requires foresight, flexibility and adaptability. Routines may be regularly disrupted, 

and new projects and tasks will be assigned regularly. 
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• This position requires regular independent travel to and from the foundation offices and various 
meetings and convenings around our four county region: Curry, Del Norte, Humboldt, Trinity. 
 

Minimum Qualifications 
The Public Policy Associate will possess the following professional qualifications and personal attributes: 
 

• Bachelor’s degree or certification in Political Science, Public Policy or a related field. 
• Two or more years’ experience working in the field of public policy. 
• Three years’ experience in an office environment requiring interaction with both internal and 

external “customers”. 
 

Knowledge, Skills and Abilities (the KSA’s listed below are also performance expectations for this position) 
• Passionate about public policy and working in coalition to advance policy priorities in this rural 

and Tribal region. 
• Experience anticipating and providing administrative support to Senior Leadership. 
• Strong interpersonal skills to manage a broad range of relationships with care, understand 

situational nuance, act with integrity and discretion, and to treat others with respect and 
humility. 

• Demonstrated commitment to working on issues of racial equity. 
• Demonstrated practice of cultural humility and ability to establish and maintain working 

relationships with individuals from diverse backgrounds. 
• Demonstrated ability to give and receive feedback and direction graciously and incorporate 

feedback into future actions. 
• Ability to prioritize and process large amounts of data and information efficiently, to check facts, 

synthesize key elements, answer and address critical questions, prioritize relay of information to 
others, and create clear overview documents and presentations. 

• Demonstrated and strong skills in research, investigation, independent thinking, writing and 
communication. 

• Ability to be self-directive and work independently, while also working on systems, projects and 
events with internal collaborators and community partners. 

• Excellent at project planning including developing complex timelines and deadline management, 
reviews and approval tracking, gathering input and feedback.   

• Superior organizational skills, with attention to detail, exceptional professionalism, and 
anticipating team and project needs. 

• Experience in meeting support; developing agendas, note taking, synthesizing information and 
orchestrating timely follow up actions. 

• Experience drafting and participating in a multitude of communications forums and formats 
including fact-based writing, social media, traditional press briefings, storytelling, photo 
documentation, etc. 

• Strongly proactive, anticipates needs and looks ahead at all times. Skillful at managing demanding 
schedules. 

• High proficiency in Microsoft Office Suite (Word, Outlook, Excel, PowerPoint) and Google 
Workspace. 

• Experience with and comfort using office technology such as computers, phones, printers, 
scheduling tools, online collaboration tools, and audio/visual equipment (e.g. smart screens, 
projectors, conference phone systems, and web-based video conferencing systems). 

• Possess a valid California or Oregon driver’s license and current auto insurance. 
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Preferred Qualifications 

• Past experience working in or with Tribal governments. 
• Past experience working in or with Native led and serving institutions. 
• Past experience in policy work related to racial equity, thriving youth and families, healthy 

ecosystems and environments, and/or just economic development.  
• Master of Public Policy degree. 
• Experience working from home or in an office/home hybrid context. 

 
Physical & Mental Requirements of the Job 
Work is performed in home/remotely, HAF+WRCF office, and community settings. Hand-eye coordination 
and fine motor skills are necessary to operate computers and various types of office machinery. All of the 
job functions listed above involve, to a greater or lesser degree, the following physical demands: close 
vision, hearing, and lifting of up to 20 pounds. 
 

Humboldt Area Foundation is an equal opportunity employer and makes employment decisions on the basis of 
merit and without regard to race, religion, creed, color, age, sex, sexual orientation, gender identity, genetic 
information, national origin, religion, marital status, medical condition, disability, military service, pregnancy, 
childbirth and related medical conditions, or any other classification protected by federal, state, or local laws or 
ordinances. Applications submitted for this position do not constitute a promise of employment. 

Humboldt Area Foundation (HAF) and our affiliates are committed to diversity throughout our programs, 
environment, and workforce. It is our mission to “promote and encourage generosity, leadership, and inclusion to 
strengthen our communities” and it is our practice to take active and intentional steps to ensure equal employment 
opportunity, foster diversity and promote excellence in our work, and create a working environment that is 
welcoming to all. To effectively serve the growing diversity of the communities we serve we endeavor to hire and 
retain staff who are sensitive to and knowledgeable of the needs of the many diverse populations within those 
communities.  

 

_____________________________                                                     ________________________________   

Employee’s Signature                                                                                       Supervisor’s Signature 

 

Date: ______________________                                                        Date: ___________________________ 
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