
   

 

JOB ANNOUNCEMENT 
 

Assistant Director or Associate Director – 
Foundation & Corporate Relations 

 

Reports to the Director of Philanthropy   
Based in Los Angeles or Oakland Office 

 

About Western Center on Law and Poverty 
For over 50 years, Western Center on Law and Poverty (WCLP) has led the fight to end poverty and 
secure housing, health care, a strong safety net, and racial and economic justice for all low-income 
Californians. Western Center brings about system-wide change through impact litigation, legislative, 
policy and administrative advocacy at the state and federal level, and support for legal services and 
community-based organizations.  With offices in Los Angeles, Sacramento, and Oakland, we are 
California’s largest legal services support center.  For more information, please visit our website: 
www.wclp.org.  

 

Position Summary 
 
Western Center on Law & Poverty is seeking an Assistant/Associate Director of Foundation & Corporate 
Relations to proactively cultivate, secure, and steward philanthropic investments from foundation and 
corporate donors at the local and national level. Joining the Western Center’s growing development 
team, the Assistant/Associate Director of Foundation & Corporate Relations will serve as the 
organization’s lead external writer and play a primary role in messaging the organization’s vision and 
impact to foundation, corporate, and government audiences. The Assistant/Associate Director will 
partner with Western Center leadership and legal advocates to author compelling grant proposals, 
develop strategy around WCLP grants, and assemble relevant information for grant applications 
including project outcomes and deliverables, timelines, and metrics for evaluation. The 
Assistant/Associate Director of Foundation & Corporate Relations will also coordinate follow-up grant 
reporting, site visits, and stewardship initiatives.   
 
Reporting to the Director of Philanthropy, the Assistant/Associate Director of Foundation & Corporate 
Relations will oversee a diverse portfolio of funders, cultivate new sources of support, develop and 
manage an annual grants calendar, and implement strategies to expand the number of corporate, 
foundation, and government donors supporting WCLP annually, moving them to higher levels of giving 
and deepening their engagement with our mission. As the Western Center is adopting community-
centric fundraising principles, the Assistant/Associate Director of Foundation & Corporate Relations will 
champion economic, social, and racial justice and equity in external relationships, internal policies and 
procedures, and the overall positioning of the Western Center’s grant seeking activities.    
 
The successful candidate will be a skilled relationship-builder and efficient collaborator with excellent 
communication skills, and have expertise in all aspects of proposal writing, grants management, and 
stewardship.   

http://www.wclp.org/


 

Responsibilities 
The Assistant/Associate Director of Foundation & Corporate Relations is responsible for securing, 
sustaining, and enhancing philanthropic relationships with corporate, foundation, and government 
partners, including, but not limited to: 

• Grant Research, Writing, and Reporting   

o Develop and execute strategy to sustain and grow $3M+ portfolio of foundation, 

corporate, and government constituents in alignment with the Western Center’s 

economic and racial justice values  

o Lead writing for corporate, foundation, and government proposals, reports, and concept 
notes, coordinating cross-departmental input and ensuring accuracy according to 
programmatic needs  

o Develop mission-specific language that frames WCLP’s work through racial and economic 

justice lens  

o Coordinate submission of private and public grant proposals, including recommending 
projects for funding and working in partnership with WCLP Legal Advocates, the Director 
of Finance, and Director of Philanthropy  

o Generate letters of intent, position papers, proposals, and reports for current and 
prospective funders 

o Research new funding opportunities to expand existing programs and support new 
initiatives in alignment with WCLP’s program priorities 

o Ensure that all proposals and reports are compelling, well-written, and impact-driven 
 

• Stewardship  

o Collaborate with the Development team to build, manage, and steward relationships 

with corporate and foundation partners that advance the Western Center’s external 

profile  

o Work in partnership with the Associate Director of Individual Giving to facilitate new and 
existing relationships with major gift prospects and donors, support major donor 
communication and events, and develop related collateral  

o Steward existing and prospective relationships by leading meetings and site visits, 
sending regular communication, and attending funder-related events  

o Develop comprehensive briefing meeting materials for the Executive Director and Legal 

Advocates including preparation of talking points  

o In partnership with the Director of Philanthropy and Director of Communications, ensure 

programmatic successes and developments are shared with foundation, corporate, and 

government audiences in a timely and customized way 

• Grant Management 
o Maintain an internal calendar of grant proposal and report deadlines 
o Create, maintain, and update foundation records in the donor database, including all 

communications with donors, grant commitments, proposals, and deliverables 
o Track grant revenue and expenditures in partnership with Finance Department to ensure 

adherence to budgets and appropriate allocation of grant funds  
o Collaborate with leadership team to identify and articulate annual funding goals and 

objectives  
 

 



Qualifications 
• Deep commitment to economic and racial justice, embedding equity in internal practices and 

culture, and the mission of the Western Center  

• Minimum 2 – 5 years of professional experience in nonprofit environment, grants management, or 
related field for the Assistant Director position. The Associate Director title applies to candidates 
with 6+ years of experience  stewarding foundation and corporate relationships with nonprofits and 
advanced-level grant writing 

 

• Demonstrated experience writing grants/proposals with nonprofit organization with strong 
economic and racial justice lens 

 

• Proven project management skills and success at owning and meeting deadlines. 
 

• Ability to effectively steward foundation and corporate relationships, including managing deadlines, 

fulfilling benefits, and managing recognition 

• Demonstrated analytical and persuasive writing skills, and ability to convey complex information in a 
clear manner to diverse audiences 

• Ability to write and edit effectively, speak persuasively, and present information logically for various 
audiences  
 

Compensation 
This full-time, salaried position is located at our Los Angeles or Oakland office. Because Covid-19 persists 
as a substantial health risk, the Western Center on Law & Poverty’s physical offices remains closed, and 
the team is working virtually until it has been deemed safe for workplaces to reopen. The salary range 
for the Assistant Director is $65,000 - $75,000, commensurate with experience. The salary range for the 
Associate Director position is $80,000 - $90,000, commensurate with experience 
 
Western Center provides a comprehensive benefits package including medical, dental and vision 
coverage, life insurance, retirement plan with ER contributions and a modest match, leave policies, 
vacation, and December holiday office closure at full pay. We also provide opportunities and support to 
ensure our staff can grow and develop their professional skills. 
 

To Apply 
Applications accepted on a rolling basis until the position is filled, with priority given to applications 
submitted by March 18, 2022. Please email cover letter, resume, writing sample (authored and related 
to a funding opportunity), and a list of references to jobs3@wclp.org. 
 
To promote social justice and achieve our mission, Western Center is committed to maintaining a 
diverse staff and creating an inclusive and respectful workplace. In your cover letter, please explain how 
you think your personal and/or professional experience and background has prepared you to contribute 
to a work environment with a strong commitment to diversity, equity, and inclusion. 

Western Center strives for a diverse and inclusive workforce and is proud to be an equal opportunity 
employer. Western Center strongly encourages applications from persons of color, women, LGBTQ 
individuals, persons with disabilities, and persons from other underrepresented groups whose 
background may contribute to effectively representing low-income people and underserved 
communities. 

mailto:jobs3@wclp.org

