
 

F. M. Kirby Foundation Program Associate / Officer 

The F. M. Kirby Foundation, a private family foundation based in Morristown, New Jersey, seeks 
an exceptional candidate to join a dynamic team as a Program Associate / Officer, depending 
on experience*. The Associate / Officer will provide support to a cross-section of the 
foundation’s grantmaking, serving as the primary lead for 75 - 100 grantee partners. In addition 
to these responsibilities, the Associate / Officer will assist the Executive Director in overall 
grantmaking strategy and special initiatives.  

About the F. M. Kirby Foundation 

The F. M. Kirby Foundation aims to manage and utilize effectively that which has been 
entrusted to it over multiple generations of the Kirby family. It strives to make thoughtful and 
prudent philanthropic commitments to highly selective grantee partners. The goal is to invest in 
opportunities that foster self-reliance or otherwise create strong, healthy communities. The 
Foundation’s grantees are largely located in geographic areas of family significance and are 
engaged in one of the seven areas of interest: arts, culture, and humanities; education; 
environment and animals; health; human services; public affairs; and religion.  

Responsibilities May Include (*adjustable based upon experience) 

- Participate in the evaluation of grants solicitations in two or more areas of the 
foundation’s interests. 
 

- Provide timely guidance and support to grant seekers throughout the application 
process. 
 

- Assist in the budgeting and strategy of assigned areas of interest as well as overall 
foundation grantmaking. 

 

- Identify, research, and vet new funding opportunities in the assigned areas of interest. 
 

- Conduct site visits to organizations and prepare reports for review. 
 

- Build and maintain strong and authentic relationships with grantee partners.   
 

- Participate in the pollination of ideas across grantmaking areas of interest with other 
team members.    

 

- Perform research and generate necessary reports for the Executive Director and other 
staff. 



 

- Assist in the handling of foundation communications.  
 

- Support the foundation’s Diversity and Justice Initiative, an effort to increase support to 
non-profits serving under-resourced communities. 

 

- Assist in the coordination of the Kirby Impact Prize, a global social entrepreneurship 
competition in partnership with Duke University’s Fuqua School of Business. 
 

- Regularly attend professional development opportunities and affinity group meetings. 
 

Preferred Qualifications 
The well-qualified applicant will: 
 

1. Have earned a Bachelor’s degree. 

2. Share a commitment to the Foundation’s mission of fostering self-reliance and strong, 

healthy communities. 

3. * Have 3 - 10 years of experience in the non-profit or philanthropic sector, or related 

experience from an adjacent industry (i.e. government, education, health, etc.).  

4. Be able to balance multiple responsibilities simultaneously. 

5. Possess a robust understanding of the supports that make up strong, healthy 

communities and the barriers people face in accessing these supports. 

6. Have superb interpersonal skills, with an ability to work respectfully and efficiently with a 

broad range of constituencies. 

7. Possess a flexible mentality, sound judgment, an entrepreneurial habit of mind, and a 

natural curiosity. 

8. Possess exceptional written and oral communication skills, paired with attentive listening 

skills. 

9. Share a commitment to continuing education and professional development. 

10. Be able to work efficiently and problem solve with technology. 

11. Be able to work onsite (Morristown, NJ) as well as travel, including out-of-state and 

overnight work-related trips. 

 
Salary & Benefits 

- Competitive compensation, commensurate with experience 

- Comprehensive benefits, including fully subsidized health, dental, and vision care 

- 403(b) program, with 10% employer match 

- Paid time off, as well as 11 paid holidays 

 

To apply:  Please send a cover letter, resume, and list of three references to 

fmkf@fmkirby.com (Attn: Linda Daddario)   

Application deadline: Applications must be submitted by September 1st   

The F. M. Kirby Foundation provides equal opportunities to all employees and applicants for 
employment without regard to race, religion, color, age, sex, national origin, sexual orientation, 
gender identity, genetic disposition, neurodiversity, disability, veteran status or any other 
protected category under federal, state and local law. 
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