
Associate, Portfolio

Reports to
Manager, Portfolio Initiatives

Job Level
Associate

Location
Remote (must be based in the US)

Overview
At Common Future, we imagine a future where people, no matter their race or ethnicity, have
power, choice, and ownership over the economy. Founded in 2001, we know that the ideas,
models, and solutions that can restore community wealth already exist, they just require attention
and investment. We work with hundreds of community leaders and funders through flexible
initiatives that build inclusive economies. These initiatives are centered around shifting capital,
uplifting local leaders, and advising the development of equitable economies. We are a black led,
BIPOC majority, 40 person organization (and growing). Our culture values include centering
equity, being the communities we serve, embracing experimentation, reimagining what’s broken,
collectively solving problems, and modeling a new way of working. We strive to be an innovator
that prioritizes the well-being of our employees. Read more about us on our Medium page.

Purpose

The Associate, Portfolio will be an instrumental part of our Impact team supporting our
community wealth building initiatives and coordinating the day to day runnings with the rest of
the Portfolio team. The Associate, Portfolio role will work closely with both the Portfolio
Initiatives team (70%) as well as the Portfolio Advancement team (30%). The Portfolio Initiatives
team addresses community-defined needs that often involve multiple stakeholders by testing
solutions that are community-centered and align an ecosystem of stakeholders towards an
equitable future. This role will support the Manager and Director of Portfolio Initiatives to
conduct research, collaborate and manage a portfolio of pilots and experiments that are building
community wealth. Additionally, they will support the building & deployment of systems to assess
capacities, needs, fit, and other considerations for Community Wealth Building (CWB)
organizations and other stakeholders. The Portfolio Associate will also support the Portfolio team
with strategic grantmaking for both Initiatives and Advancement projects that have the potential
to change the field's best practices. This is a supportive role for the Portfolio Advancement team
as main coordinator for day to day logistics.

https://www.commonfuture.co/
https://www.commonfuture.co/our-culture-values/
https://medium.com/commonfuture


Position Responsibilities

Portfolio Initiatives (60%)
Pilot Co-Creation, Launch and Management

● Assists in the process of identifying and screening partners for community wealth building
pilot projects including  leading research, communication and logistics for interviews

● Works in collaboration with the Manager and Director to source economic wealth building
ideas from the entire CF team as well as external partners.

● Works with Manager to ensure the vetting, selecting, onboarding, and continued support
of selected partners are smooth and an overall positive experience.

● Leads logistics for internal, external, and domestic travel events for Initiatives and pilot
projects.

● Opportunity to develop and champion one’s own community wealth building pilot ideas
(e.g. Green Economy, Land Rights) through research, exploration, and lived experience.

Portfolio Advancement (30%)
Strategic Grants Administration

● Coordinates distribution of strategic economic justice grants to grant recipients in a timely
manner following routine process

● Works with the CF Finance team to assure all Grant documents are completed before
deployment

● Add all relevant grant data to grant tracker for future reporting in systems including
Salesforce & Airtable

● Maintain communication with grant recipients throughout the deployment process

Advancement Programs
● Supports the logistical aspects of the Common Future Accelerator, including: supporting

the manager with recruitment, maintaining communication and coordinating the timeline
and schedule throughout the selection process.

● Coordinates travel and logistics for participants and Common Future staff in case of in
person programming

● Supports in the execution and delivery of the program
● Supports in developing meaningful and beneficial relationships across the Common Future

network.

Portfolio Team (10%)

Impact Management + Communications
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● Supports the effective use of all internal systems that track progress and demonstrates the
impact of the innovations we are testing, including all relevant grant data to grant tracker.
This may include utilizing Salesforce, Airtable, or other data management tools.

● In collaboration with the Initiatives Manager, creates engaging internal presentations to
keep the entire CF team updated on progress, learnings, and challenges as part of our
inclusive learning process.

● Works in partnership with the CF Communications team to support the external
communications of our pilots and programs, including the creation of social media kits and
thought pieces that highlight the initiatives and help influence the solutions we are
working to demonstrate.

Desired Qualifications

Core competencies for all Common Future team members:
● Intellectual curiosity
● Strategic thinking
● Growth mindset
● Equity and inclusion lens
● Experimentation
● Collaboration and teamwork
● Flexibility and responsiveness
● Working in ambiguity
● Relationship building towards mutual support and trust
● Accountability
● Work life balance

Associate, Portfolio specific:

● Experience with inclusive entrepreneurship, alternative economic models, philanthropy,
activism, and/or impact investing helpful but not required

● Ability to work independently, capable of building strong yet flexible internal systems &
being detail oriented with communications and follow-through (we capture a lot of
information and are managing a lot of relationships).

● Effective communication skills both written and verbal (presentations, emails, public
speaking, etc.)

● Familiarity with data management systems and willingness to learn new software and
applications as needed.

● Results oriented and practices essentialism in prioritizing what’s most impactful.
● Continuous learning mindset with a passion for addressing economic injustices, closing the

racial wealth gap, and systems change.
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● Committed to antiracism and dismantling white supremacy in work practices; practice in
building power for and sharing power with community leaders; conviction that those
closest to the problems know best.

● As in person gatherings resume, ability for limited travel is ideal, but not required.
● Experience using productivity tools like Google Drive, Asana, Airtable & Slack
● Experience in using data management tools like Salesforce, or Google Sheets

Compensation and Benefits
This is a full-time, exempt position. The salary for this role is $55,000-$64,000 and commensurate
with experience. Common Future offers a work environment that is committed to the wellbeing
and support of our employees. We embrace a human-centered approach to our practices and
policies. We offer a competitive benefits package that includes

● 20-25 paid time off days
● Paid holidays

○ MLK
○ Presidents Day
○ Memorial Day
○ Juneteenth
○ Independence Day
○ Labor Day
○ Thanksgiving break**
○ Christmas to New Years break**

● 4 day work week, Monday - Thursday or 32 hour workweek, 80% time at 100% pay
● Remote and flexible work options
● One time $800 home office set up stipend for new employees
● $150 per month coworking, home office, and cell phone stipend
● Paid medical, dental,  vision, and life insurance (see PDF)
● Paid long term disability coverage
● Access to a flexible spending account (FSA) for medical and dependent expenses
● Paid parental leave pilot in 2022
● 4% 403b retirement plan contribution that is immediately vested
● $500+ professional development stipend
● And more

** Employees who cannot take the week between Christmas and New Years off due to workflow
can opt to take the week of Thanksgiving off instead.

How to Apply
As an Equal Opportunity Employer, Common Future does not discriminate against applicants or
employees due to their race, ethnicity, religion, sexual orientation, gender, gender identity, age,
physical ability, hairstyle, previous incarceration, or length of time spent unemployed. As an
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organization, we are committed to reflecting the diverse communities we serve. Applicants who
contribute to this diversity are strongly encouraged to apply.

To apply, please submit your cover letter, resume, salary expectation, and up to 3 references here.

In your cover letter, please answer the following questions with no more than 3-5 sentences or
bullet points per question:

- Why do you want to work at Common Future?
- How might your experiences, whether lived, worked, or studied, contribute to the

mission of Common Future and this role?
- Anything else you would like us to know.

Our ideal start date for this role is early September 2022. Applications will be evaluated as they
arrive and the position will remain open until filled.

Job Posted on July 12th, 2022
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https://airtable.com/shrvxgYXIcBHW2zOY
https://www.commonfuture.co/vision/

