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Grants Administrator
Annual Salary Range -- $32,000 - $38,000
	Job Summary


The Grant Administrator is primarily responsible for developing and writing grant proposals to foundations and other grant-making organizations, administering secured grants, and will persuasively communicate the West Piedmont Workforce Investment Board’s mission to potential funders.   In addition, the Grant Administrator will coordinate outreach (marketing) activities and public notices for the West Piedmont Workforce Investment Board (WPWIB).  Reporting to the Executive Director, the Grant Administrator will assemble and submit grant requests, establish and maintain personal contact and relationships with foundation contacts, conduct prospect research, and maintain a calendar of submissions and other deadlines. 
	Key Elements


· Developing and writing grant proposals to foundations and other grant-making organizations, persuasively communicating the organization’s mission and programs to potential funders;
· Establishing and maintaining relationships with potential partners for grant opportunities and collaboration, in addition to and working closely with the Executive Director;
· Assembling and submitting grant requests, including letters, proposals, budgets, and presentations;

· Establishing and maintaining personal contact and relationships with foundation contacts and program officers;

· Ensuring prompt acknowledgement of foundation gifts;

· Maintaining calendar to ensure timely submission of letters of inquiry, proposal deadlines, and reports;

· Conducting grant prospect research;

· Prioritizing projects to keep multiple projects moving in a timely manner, meet deadlines and manage supplemental material required for proposals
· Providing writing support for major donor and individual contribution letters and acknowledgements;
· Work with Executive Director and Program staff to develop and maintain all grant agreements and MOUs pertaining to grant awards;
· Grant administration duties will include applying for a range of 12-20 appropriate (determined as a match between the WPWIB and funder’s missions) grants per year or as otherwise determined by the WPWIB’s Alternative Sources of Revenue Committee and reviewed by the Board annually. A realistic goal for successful grant application rates will be determined annually by the ASR Committee and will be reviewed by the Board annually;
· Coordinate all outreach (marketing) activities including social media, website content, printed collateral, e-newsletter and public announcements including press releases and meeting notices.

· Assists with general office responsibilities, such as but not limited to (1) greets and answers phone, directs calls appropriately and responds to questions, (2) opens, dates and sorts mail, (3) orders office supplies (4) maintains various contact lists;
· Other duties and special projects as needed.
	Education/training/Experience


· Bachelor’s degree required;

· Exceptional knowledge of technology, including Microsoft Office Suite, Adobe Pro, Qualtrics and other software necessary for successful management of grants;
· Excellent project management skills;

· Demonstration of successful work with research;

· Valid driver’s license.

	Skills


· Excellent oral and written communications skills.

· Ability to work collaboratively with diverse groups, stakeholders and elected officials.

· Follows policies and procedures.

· Completes administrative tasks correctly and on time.

· Supports organization's goals and values.

· Respects diversity.
· Adapts to changes in the work environment.

· Able to deal with frequent change, delays or unexpected events.
	Physical Demands                                                                                                               


Must be able to perform tasks which involve the ability to exert light physical effort in sedentary to light work on a daily basis. Tasks may involve extended periods of time at a keyboard or workstation.
	Equipment


This position uses all general office equipment including computer, e-mail, fax, copier, calculator and other related equipment on a daily basis.

	Working Conditions


When performing in an office setting, the noise level in the work environment is usually moderately quiet.

The above job description outlines the general details considered necessary to describe the essential functions of this job.  It is not a listing of all work requirements or duties that may be a part of this job.
The West Piedmont Workforce Investment Board is an equal opportunity employer. Auxiliary aids and services are available upon request to individuals with disabilities.
Individuals interested in this position should e-mail a cover letter and resume to Lisa Fultz, Executive Director of the West Piedmont Workforce Investment Board at lfultz@wpwib.org by November 14, 2013.
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