
  

The Herbert H. and Grace A. Dow Foundation is seeking a part-time Administrative Assistant to join our 

dedicated team.  This role plays an important part in supporting The Foundation’s mission by assisting leadership 

with a variety of organizational and administrative tasks.  Based on-site in Midland, MI, the position is scheduled 

for 2-3 days per week, with some flexibility during board meeting weeks. 

 

Primary Responsibilities 

• Provide day-to-day administrative support to staff and leadership 

• Coordinate meetings and events, including scheduling, travel arrangements, hotel reservations, meal 

planning and materials preparation 

• Assist with data entry, expense coding, and basic financial recordkeeping tasks 

• Maintain and update Foundation records, including Trustee biographies, conflict of interest forms, and 

related compliance documents 

• Prepare and format reports, presentations and correspondence for internal and board use 

• Manage calendars, organize files, and ensure timely follow-up on action items 

• Serve as a point of contact for routine inquiries and communications 

• Support special projects and other duties as needed to advance the work of The Foundation 

• Other duties as assigned 

 

Qualifications 

• High School Diploma or GED 

• Previous experience as an Administrative Assistant or in a similar support role 

• Strong organizational skills and attention to detail 

• Proficiency with Microsoft Office Suite (Word, Excel, Outlook, PowerPoint); familiarity with databases and 

accounting software a plus 

• Excellent communication and interpersonal skills 

• Ability to manage multiple priorities and work with discretion around sensitive information 

 

Why Join Us? 

This is an excellent opportunity to contribute to a mission-driven organization while maintaining a flexible, part-   

time schedule.  You will be part of a collaborative and supportive team, working in an environment that values 

integrity, service, and community impact. 

 

How to Apply: 

Interested candidates should apply online at www.hhgadowfdn.org.  Applications will be reviewed on a rolling 

basis until the position is filled. 

 
 

The Herbert H. and Grace A. Dow Foundation was established for religious, charitable, scientific, literary, or educational purposes for the public 

benefaction of the inhabitants of the said City of Midland and of the people of the State of Michigan. 

http://www.hhgadowfdn.org/

