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THE OPPORTUNITY
Ralph C. Wilson, Jr. believed to make effective change, efforts should make an impact from the start, yet
carry long into the future. To do both, he earmarked a portion of his estate and the eventual sale of his
beloved Buffalo Bills to fund his namesake foundation.
The Ralph C. Wilson, Jr. Foundation began operations in 2015 to continue his legacy — one of generosity
and innovation, healthy risk-taking and collaboration, and an unshakable community focus. Today, his
hand-picked Life Trustees have determined to focus the efforts of the foundation on Mr. Wilson’s home and
adopted regions of Southeast Michigan and Western New York. With a structure that dictates spend-down of
our funds by 2035, we strive to match the urgency that people in need feel every day with community
investments that consider both immediate and long-term benefit.
The Ralph C. Wilson, Jr. Foundation seeks an exceptional, talented individual to help the Foundation staff
continue to strive to carry out the legacy of Mr. Wilson by reflecting our three defining and uncompromising
values: Outcomes; Teamwork; and Innovation.
The Foundation invites applications and expressions of interest for the position of Communications
Associate.
The Communications Associate reports directly to the Senior Communications Officer and works as part of a
team that includes the Vice President of Programs & Communications. The Communications Associate
supports a variety of functions for the overall communications department, including (but not limited to)
website & social media management, event coordination, press release & presentation development, board
material support, vendor and administrative support, and more. The Communications Associate will also
manage specific projects, where appropriate, and will work with other staff, external partners and
consultants on Foundation communications.
For additional information including detailed expectations of the position and how to submit an
application, please see the About the Position section of this document.
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ABOUT THE FOUNDATION
Ralph C. Wilson, Jr.
Born in Columbus, Ohio in 1918, Ralph was raised in the Detroit area—the place he’d call home for the rest
of his life. After graduating from the University of Virginia, his law studies at the University of Michigan were
interrupted by his World War II naval service in both the Atlantic and Pacific. Ralph returned from military
duty to work in the insurance business owned by his father, an experience that influenced the rest of his
career. Over time, he brought his special brand of personality, compassion and hard work to a number of
industries, including construction, radio and television, and professional football. He was best known,
however, as the founder and 54-year owner of the Buffalo Bills—his proudest and most significant
professional achievement.
Most comfortable in a blue sweater, Buffalo Bills shirt and tennis shoes, Ralph shied away from flash and
championed difference makers from all walks of life. Because for him, people mattered more than tangible
things. He put that conviction into action—even making sure that everyone in the Buffalo Bills organization
(from top executives to custodial staff) got the chance to travel to each of the team’s four Super Bowls.
For Ralph and his wife, Mary, Buffalo Bills fans made team ownership an incredible experience. Walking
through the stadium after a game, they were always greeted by the affection and appreciation of the fans,
and inspired by their loyalty to the team that meant so much to the Western New York Community.
Ralph’s essential qualities were clear for all to see. An optimist and a fierce competitor, he was guided by
clear convictions. A person of unquestioned integrity, he believed in always playing by the rules, and
expected, received and reciprocated deep loyalty from those close to him. These characteristics earned him
the trust of many—and the freedom to seize chances in business, sports and life.
He woke up each day laughing. He loved life. He loved people.

The Foundation
Throughout his life, much was written about Ralph’s success and influence in both business and football.
The Ralph C. Wilson, Jr. Foundation is poised to become an equally important testament to his spirit, which
helps guide who we are, what we do and how we help shape communities.
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His passing at the age of 95 in 2014 gave rise to his ultimate act of generosity: Proceeds from the highly
successful sale of his beloved Buffalo Bills of the National Football League have been directed by him into
the Foundation, making it one of the largest in the nation.
Consistent with his desire to have an impact on everything he touched, Ralph directed that this Foundation
spend down its entire corpus within twenty years—ensuring our work will be completed within the lifetimes
of those who knew him best and that its impact will be immediate, substantial and measurable.
Our team is proud to rise to the challenge with gratitude for his trust, humility for the magnitude of that
responsibility, and true joy for the chance to be stewards of foundational change that reflects Ralph’s spirit
and wishes.
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MISSION AND FOCUS
In the places most beloved by Ralph C. Wilson, Jr., there are pivotal moments demanding immediate action,
promises that require the right support to be kept, and individuals and organizations that are already
responding to remaining challenges.
We support that good work by responding with investments channeled through our four core funding areas.
Within each, we leverage good work already underway in Western New York and Southeast Michigan,
collaborating with organizations, communities and one another to disrupt the cycle of need immediately—
and lay the groundwork for change that lasts.

Key Areas of Focused Investment
Active Lifestyles
By supporting access to safe spaces and programs that get kids
physically active and moving, the Foundation aims to introduce
lifelong healthy habits through its Youth Sports & Recreation grant
making. Spanning all generations, the Foundation’s investments
in Parks, Trails & Green Design looks to connect people and
communities to each other, nature and recreation.

Preparing for Success
Strong work ethic, confidence and a desire to learn are attributes
that can be instilled at a young age and carried through
adulthood. Our Preparing for Success focus area is centered on
providing the communication, teamwork and critical-thinking
skills people need to grow and adapt throughout their life and
career.
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Caregivers
There are more than 40 million family members—spouses,
daughters, sons, grandchildren—and friends in the United States
caring for older adults, a number that will grow dramatically in the
coming years. The Foundation aims to elevate caregivers’ critical
roles by highlighting the often-hidden value and contributions
they make to families and communities every day.

Entrepreneurship & Economic Development
Several years into recovery after a decades-long economic slide in
both Southeast Michigan and Western New York, the Foundation’s
investments in Entrepreneurship and Economic Development
look to leverage this momentum by spurring small business
growth, place-based community and economic development, and
talent attraction and retention.

Foundation Initiative: Nonprofit Support & Innovation
While the Foundation works with individual grantees to help them build their own capacity through projectspecific grants, it also is taking a sector view of nonprofit support as a special initiative of the Foundation in
order to help strengthen communities. No one can do it alone.
For the Ralph C. Wilson, Jr. Foundation, this means strengthening and supporting intermediary
organizations—nonprofits that support other nonprofits—and incentivizing them to begin or continue to
work together as a network in service to their clients. It also means finding those moments where we can
support a number of nonprofits working in collaboration to solve some of our most intractable issues. And,
it means using what influence we have to understand and advocate for the issues we care about, all in
partnership with the communities we serve.
For more information about the Ralph C. Wilson, Jr. Foundation and its work, please visit us at our
website: https://www.ralphcwilsonjrfoundation.org/
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ABOUT THE POSITION
Essential Duties & Responsibilities:
 Support the management and updates of the Foundation’s communications channels, including but
not limited to, website, social media, press releases, e-blasts/newsletters, blogs, presentations (i.e.
PowerPoint, Prezi, etc.) and storytelling initiatives across two markets.
 Work with Senior Communications Officer to develop and maintain a pro-active communications
calendar that encompasses all of the Foundation’s initiatives and special projects.
 Serve as liaison with grantees regarding requests for approved uses of Foundation logos and
materials, as well as assistance and coordination in developing press releases or marketing
materials/ads for Foundation-supported events.
 Assist Senior Communications Officer in the day-to-day management of several communications
vendor relationships with the Foundation and its’ special initiatives and projects.
 Facilitate email communications to the Foundation’s various contact lists, including maintaining
lists, drafting e-blast content, making edits per staff requests and running reports as part of ongoing
evaluations.
 Provide project management for Foundation-led events, in coordination with other staff and
vendors/consultants. This may include (but not limited to) development of an event plan, research
event space and vendors, developing an event budget, ensuring proper staffing at the event,
creation of materials, staffing the event, and reporting on its attendance and impact.
 Provide communications support for all Foundation special projects and events, including but not
limited to, partnerships, group facilitation, brand development management, media relations, and
digital and social media.
 Conduct daily media monitoring, share coverage internally and post key media clips to the
Foundation’s website.
 Assist in the development and upkeep of the Foundation’s photo, video and media archive, to create
a well-organized system of assets.
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 Work with Senior Communications Officer & Executive Team to prepare regular Trustee updates and
other information briefings for Foundation Trustees and strategic partners.

Relationship Management/Community Relations:
 Participate/attend philanthropy, grantee and community functions such as press conferences,
seminars on community issues hosted by others, etc.
 Actively seek opportunities to introduce the Foundation to key community stakeholders.
 Look for opportunities to interact collaboratively with other funders, not-for-profits or others with
community concerns.
 Promote and facilitate cooperation and collaboration among not-for-profit organizations.
 Attend regional/national network meetings, providing updates and obtain information.

Administrative Responsibilities:
 Provide support to Executive Team as directed.
 Work closely with Vice President of Programs & Communications and Senior Communications
Officer.

Qualifications, Skills, Knowledge and Other Background:
 Bachelor’s degree plus 3 to 5 years of relevant, professional work experience.
 Demonstrated interest and experience in nonprofit communications, public relations, journalism,
and/or news media preferred.
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 Strong interpersonal skills; excellent written and oral communication skills.
 Well-developed skill and proficiency in designing presentations.
 An overall commitment to excellence in quality of work and outcomes; ability to multi-task,
prioritize, and meet deadlines; and demonstrated flexibility and adaptability to new situations.
 Ability to collaborate in a team environment, and work with people and organizations of diverse
backgrounds, experiences and cultures; and a personal style that fosters strong team participation
and productivity, emphasizing the values of respect and mutual accountability.
 Passion for improving the quality of life in the Foundation’s geographic focus areas of Western New
York and Southeast Michigan and knowledge and interest in the core funding areas RCWJRF
supports.

Other Job Requirements:
Regular car travel necessary throughout the Foundation’s service areas. Valid driver’s license and reliable
auto with necessary insurance required. Periodic day and/or overnight travel within the Foundation’s
service areas, statewide and national also required.

APPLICATION PROCESS
Qualified individuals who express an interest in applying for the Communications Associate position should
submit an electronic version of their cover letter and resume via the Apparatus Solutions career portal.

***
The Ralph C. Wilson, Jr. Foundation is an Equal Opportunity Employer
The Foundation is committed to creating a diverse environment and is proud to be an Equal Opportunity
Employer. All qualified applicants will receive consideration for employment without regard to race, color,
religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, age,
or veteran status.
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