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Grant Specialist

Updated:  10/1/2013	FLSA:  Exempt
			Dept or Office: Office of Sponsored Programs  

Summary Description
Coordinating grant proposals; Assisting faculty/staff on grant-related projects; Leading groups; Writing/reviewing/editing proposals/budgets; Assisting in grant related training/workshops, Identifying funding opportunities; Developing competitive, collaborative proposals; Assisting in the grant submission process.

Responsibilities & Duties
· Assists in coordinating the development of institutional grants and funding opportunities 
· Assist faculty/staff and administrators in identifying funding opportunities from external agencies and groups 
· Facilitates the development of proposals by working with faculty/staff and other campus administrators to increase external funding levels
· Maintains a working relationship with granting agencies and points of contact within the agency, organization, or business
· Facilitates training for faculty and staff in grant-making/writing opportunities
· Helps to ensure the success of the university and its overall funding needs
· Works with the Grants and Contracts Manager to ensure the timely submission of grants and contracts
· Other duties as assigned by the director of the office, or administration
· The person holding this position may be required to teach one or more classes in his/her area of expertise.
Requirements – Education and experience
· Master’s degree required
· Minimum of one year of experience in a grant-making/writing, teaching classroom environment.
· Experience working with databases.
· Experience using significant electronic communication.
· Evidence of good working relationships.
· Documented experience in successfully leading small and larger collaborative groups.
· Excellent writing, communication, computer, research and analytical skills.
· Documented prior work experience or education exhibiting work with grant-making/writing or accounting and budgeting.
· Excellent oral and written communication skills.
· Word processing and electronic spreadsheet skills.
· Demonstrated knowledge in budgeting, accounting, computers, and analytical research skills.
· The ability to work independently at times and with limited supervision.
· The ability to manage multiple projects and meet deadlines.
· The ability to follow detailed instructions for submission of grants.
· The ability to work with and lead small and larger groups.
· The ability to effectively interact with Administrators, Faculty and Staff.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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