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United Way of Palm Beach County




Grants Manager

· Supervisor:  Executive Vice President/ Community Impact

· Classification:  Non-Exempt, Part-Time

· Grade:  30

· Date Revised:  August  2005

Purpose

To manage grant writing and reporting processes within the entire United Way of Palm Beach County organization. 

Responsibilities

· Develop a tracking and reporting system for grants awarded to United Way of Palm Beach County

· Develop database as required to track grant outcomes

· Develop a system to alert all staff involved in a project of an upcoming reporting deadline 

· Coordinate with the Finance Department for budgets and fiscal reports

· Ensure that all grants received by United Way of Palm Beach County are meeting reporting requirements, including deadlines 

· Read all grants prior to submittal for United Way of Palm Beach County brand compliance

· Research grant opportunities

· Write grants and concept papers for United Way of Palm Beach County

· Organize all materials to facilitate the grant writing process (e.g., 990, 501c3 letter, audit, etc.)

· Coordinate with the Resource Development Initiative

· Support staff in the development of grant proposals

· Identify areas of alignment for grant outcomes

· Manage consulting contracts for contracted evaluators

· Assist, as assigned by management, with the organization’s disaster response efforts

· Perform other duties as opportunities are presented and/or assigned 
Standards

· Excellent written and verbal communication skills

· Excellent facilitation skills

· Multi-task oriented with an attention to detail

· Ability to initiate and follow up on projects with minimal supervision

· Proficiency in project planning, tracking and reporting

· Ability to create databases to track outcomes

· Knowledge of Microsoft Office products including Word, Excel, Publisher, and PowerPoint

Education/Experience

· Bachelor degree in social sciences or English preferred 

· 4 years experience in progressive project management in the social services arena

· Successful record of obtaining grants

Physical Requirements


Ability to perform the above responsibilities

I have read and understood the position responsibilities and standards for my position.
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