
East Boston Foundation 
Executive Director 

Job Description 

Who Are We: The East Boston Foundation (EBF) is a non-profit charitable trust that was 
formed in 1998 between the community of East Boston (Piers Pac) and the Massachusetts Port 
Authority and funded with $12.1 million in financial support from the Massachusetts Port 
Authority that was linked to certain Logan Airport project milestones. East Boston is home to 
Logan International Airport, a vital link in the region’s transportation network and the gateway 
to New England.  The Foundation’s mission is to mitigate the impacts of Logan International 
Airport on the East Boston community by distributing grant funding to local organizations to 
support the following six major initiatives; 

   1. Youth and Senior recreation    4. Sports and athletic support  
   2. Education, training and child care support  5. Community improvement initiative  
   3. Community activity support    6. Business enhancement support 
 

The East Boston Foundation is made up of ten trustees, including one appointment by the Mayor 
of Boston, three appointments by elected officials from East Boston, four appointments by East 
Boston community groups, one appointment by the presiding judge of the East Boston District 
Court, and one appointment by Massport.  
 
As a result of this agreement with Massport, the EBF has served the East Boston community for 
the past 18 years by providing grants to a wide variety of local organizations that serve to benefit 
and improve the quality of life for East Boston residents.  The Foundation has provided over 
$9.6 million of grants, community and social programs, local businesses in support of 
educational initiatives, and youth and senior recreation to date.  
 
For more information about EBF please visit:  http://www.ebfoundation.com 

Overview of Community:  East Boston is one of the most diverse neighborhoods in the City of 
Boston. It has long been an enclave for working class, immigrant families from Italy and more 
recently from Central and South America and Southeast Asia.  The community is multi-lingual 
with over two thirds of East Boston residents speaking a foreign language.1  Nearly 58% of 
residents are Hispanic or Latino, making East Boston the largest Latino community in the City of 
Boston.2  The main commercial areas in Maverick Square and Central Square boast a variety of 
ethnic restaurants and stores reflecting the community’s cultural diversity. East Boston’s 
waterfront location across from Boston Harbor offers residents many recreational opportunities 
from the Belle Isle Marsh Reservation to Constitution Beach and breathtaking views of the 
Boston skyline from Piers Park.   

                                                           
1 Boston Redevelopment Authority, Boston in Context: Neighborhoods, March 2016. 
2 Boston Redevelopment Authority, Boston in Context: Neighborhoods, March 2016. 

http://www.ebfoundation.com/


Position Description: This is an exciting opportunity for the East Boston Foundation as it looks 
to hire an Executive Director who will work closely with the Board of Trustees to advance the 
EBF mission of improving the quality of life of all East Boston families. The Executive 
Director’s primary responsibility will be to manage and provide central administrative support 
for both the Foundation and its Board of Trustees.  In addition to providing both administrative 
and technical support functions, the Executive Director shall be responsible for advising the 
members of the Board of Trustees, the public, and others as to the requirements, responsibilities, 
and limitations of the Trust and the Foundation.  

 
The Executive Director shall also be responsible for: 
 
Administrative Support (35%) 

• Assist the members of the Board of Trustees in the:  
‒ identification of the areas in which the foundation’s stated goals or “Foundation 

Purposes” may be met; 
‒ development of initiatives, subject to the direction of the Board, through requests for 

proposals (RFP’s) and general grant request applications; 
‒ ensuring that members of the Board adhere to all requisite formalities with respect to 

the Trust and the requirements of §501(c)(3) of the Internal Revenue Code; and  
‒ development and update of grant making guidelines. 

• Prepare all documents and correspondence for the regularly scheduled meetings of the 
members of the Board of Trustees. 

• Receive, process, and prepare on behalf of the Board of Trustees all responses to 
applications for Foundation grants whether in requests for proposals (RFP’s) or general 
grant request applications. 

• Perform other duties that reasonably relate to the operation, maintenance and 
administration of the Foundation. 

 
Finance & Compliance (30%) 

• Maintain and supply to the Trustees, on behalf of the Treasurer, information about all 
accounts, investments, disbursements, and income of the Trust. 

• Arrange the regularly scheduled audits of the Foundation’s finances. 

• Establish, develop, and implement an annual limited administrative budget to efficiently 
and effectively operate a non-profit community foundation. 

• Ensure that all necessary documentation for the purposes of securing tax exempt status 
for the Foundation pursuant to 26 U.S.C. 501(c)(3) is prepared, filed, approved, 
maintained and updated. 

• Prepare and file the necessary documentation on behalf of the Foundation to ensure that it 
qualifies, and continues to qualify, as a Massachusetts Non-Profit Organization. 
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