HEART OF FLORIDA UNITED WAY

POSITION DESCRIPTION
TITLE:


Director of Grants Administration
REPORTS TO:

President/CEO & Vice President Community Investment
DEPARTMENT:

Community Investment
FLSA:


Exempt
CORE VALUES:

· Integrity – Truth, fairness and openness are important hallmarks of our organization.

· Compassion – Helping those who are struggling is the primary reason we exist.

· Innovation – Smart ideas and creative thinking are always welcome.

· Responsiveness – The timing of the help we give is just as important as the help itself.

· Respect – We embrace the humanity and uniqueness of each other and those we serve.

POSITION OBJECTIVE:

Works with the President/CEO and Vice President of Community Investment to identify, prepare and procure health and human service grant opportunities to support the organizational needs of Heart of Florida United Way and Community Investment strategies.  Conducts ongoing research on health and human service secondary data and community-based research, review research findings, compiles statistics, and assist with tracking of Community Investment Performance Measurement Framework to support the work of Community Investment Council and Cabinets.
PRIMARY JOB RESPONSIBILITIES/DUTIES:

· Research and identify grant opportunities to support HFUW organizational needs and Community Investment strategies.

· Prepare and implement grant procurement timelines leading to successful grant applications.
· Conduct all aspects of grant submission process to include research, identification and coordination of internal and external collaborative partners, identification and collection of support letters leading to successful grant applications.
· Design policies and procedures, guidelines for reporting, and grant evaluation processes necessary to track the execution of all successful grant contracts.
· Manage all grant contract report obligations to ensure timely and accurate submission of required reports.

· Research and collect community-level indicator data from a variety of sources to assist with Community Investment Performance Measurement Framework to track baseline trends related to community indicators and the HFUW’s Community Investment initiatives.
· Produce written, tabular and visual materials for internal and external reports and presentations.

· Perform other duties as assigned.

PHYSICAL DEMANDS:
Physical demands include sitting or standing for extended periods of time, bending, occasional lifting of items weighing up to approximately 25 pounds, regularly moving throughout the building between floors, traveling to outside meetings, regular use of standard office equipment such as the telephone, copier, fax and computer.  Demands also involve protracted concentration.  Reliable transportation is required.  Job involves frequent interactions with internal and external customers, and routinely intense public contact.

EDUCATION AND EXPERIENCE:

· Bachelor’s degree in the areas of Behavioral or Social Services, Public Administration, Business Management, Organization Development required, Master’s degree preferred. 

· Minimum five years of concentrated grant writing experience with proven successful track record including government grants.

· Strong existing computer skills with Microsoft Office, statistical software, and general Internet and electronic communications.

· Excellence in communications, including written and verbal.

· Demonstrated organizational, follow-up, analytical and problem solving skills.

· Demonstrated computer skills including word processing, database and publishing software. 

EMPLOYER’S RIGHTS:

The information on this description has been designed to indicate the general nature and level of work performed by employees within this classification; is not intended to be an all-inclusive list of duties.  You may be required to perform other duties as assigned by your supervisor or management.  You will be evaluated in part based on your performance of the tasks listed in this job description.  Employees moving into this position work on a ninety (90) day introductory basis after assuming these responsibilities.

The employer has the right to revise this job description at any time.  The job description is not a contract for employment and either you or the employer may terminate at any time for any reason.
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