







[image: image1.jpg]United
Way \ >4

Urited Way
of Northeast Florida




Position Description 
Position Title:
Grants Development Director





Department:

Community Impact






Reports to:

Vice President of Community Impact

Reviewed: 

February 27, 2012
Purpose of Position:  
Lead grant development efforts to increase grant-related revenue in support of United Way’s Community Impact Agenda focused on Education, Income and Health, United Way-led initiatives or community collaborations in which United Way of Northeast Florida is either the lead or a partnering organization.  

General Duties and Responsibilities:

Research grant-making organizations and analyze them to identify likely funding sources for specific projects and programs.  Compile, write, and edit all grant applications exhibiting strong expository writing skills and a high-level command of grammar and spelling. Manage the process of supplying progress reports when required by a grant-making organization that has funded a project or program. Create and execute short and long-term approaches for development of increased foundation/government and corporate foundation support.  Assist in prioritizing proposal submissions relative to specific funding opportunities, potential for success and potential return on investment.

· Use comprehensive knowledge of local, state and national foundations to secure funding for United Way initiatives and strategies.
· Work with Resource Development staff to identify non-public prospects and develop cultivation plans for non-public prospects.
· Develop proposals for non-public prospects in partnership with Resource Development staff.
· Develop and manage a reporting process for grants including:

· Monitor the submission of reports;
· Prepare programmatic reports in partnership with Community Impact department staff as required by funding sources;
· Work with finance staff to develop fiscal reports as required by funding sources.
· Work with staff to meet strategic plan goal of 66% increase from 2010 in annual grants by 2016. Specific goals will be determined annually regarding number of proposals developed, approved and dollars secured.
Matrix Responsibilities:  (if any)

See above.
Key Statistics: 


Budget Responsibilities: Maintain budget for grants operations without exceeding
 budget.

Staff supervised: 
__X___Exempt Position
_____Matrix Positions





_____Non-exempt Positions
_____Intern Positions

Guidance/Assistance Provided:

Guidance and assistance will be provided to the Resource Development and Community Impact staff as indicated in duties and responsibilities.
Guidance/Assistance Received:

Guidance and assistance will be provided by the Vice President of Community Impact, Community Impact Directors, Finance and Resource Development staff, particularly the Vice President of Finance and Vice President of Resource Development, Vice President of Major Gifts and Vice President of Planned Giving.
Position Relationships: 


External: Foundation executives, government contract managers, 
major gifts donors.

Internal: In addition to those listed above, the President of Community Impact
 and Administrative Assistant for Community Impact.
Physical Requirements for Essential Functions of the Job:


__x_ Sitting

__4__ hours per day


__x_ Standing 
__2__ hours per day

__x_ Walking

__2__ hours per day


__x_ Lifting 

__15_ pounds


__x_ Bending/Stooping


__x_ Long hours- Occasionally necessary to work more than a 40 hour
 work week.

__x_ Unusual hearing or visionary demands-   Work requires

 spending time looking at a PC monitor screen.

_x__Other Physical Requirements- Work requires  utilizing hands/wrist 

movements at a keyboard.

Position Requirements:  (i.e., education, certification/licensure, experience, personal/professional skills and competencies, etc.)

· Bachelor’s degree and 5 years of grant writing experience or Master’s degree and three years of grant writing experience.
· A proven record of securing major grants.
· Comprehensive knowledge of local, state and national foundations that support United Way focus issues and initiatives.
· Experience with computer software applications for word processing and power presentations.
· Ability to work under pressure to meet deadlines for grant opportunities.
· Ability to develop, write and implement strategic plans and ability to provide necessary documentation to support grant requirements including reporting.
· Ability to plan, prioritize and coordinate multiple projects.
· Ability to gather, analyze and evaluate a variety of data.
· Excellent attention to detail.
· Excellent verbal and written communications skills.
· Excellent relationship building/collaboration skills.
