Grants Coordinator

Position Description


Lighthouse Central Florida, Inc.
Position Description 
Please send cover letter and resume to Keith Gee, Director of Resource Development at 

kgee@lcf-fl.org 
Position Title:
Grants Coordinator
Status: Part-time, Hourly Non-Exempt
Basic Function:
This position is responsible for coordinating Lighthouse Central Florida’s grants calendar and the grant process as well as other activities related to the implementation of a comprehensive grant funding process.  Primary responsibility is to implement a process that includes maintaining the organization’s grants calendar, grants files, writing proposals and reports. Responsibilities include the implementation and maintenance of the entire grants process including writing selected grant proposals and reports, developing and maintaining a comprehensive filing system, and working with program/administrative staff in researching appropriate new grant opportunities.  
Work Direction:  Works under the direction and guidance of the Director of Resource Development in conjunction with the President, CEO. 
Job Requirements:
· Manage the following Grant projects:
· Develop and maintain a comprehensive filing system complete with all documentation, time schedules and contact information.
· Conduct research on potential new funding sources.

· Identify grant requirements for qualification, application requirements, and deadlines

· Write and submit selected grant proposals and necessary reports in a timely manner

· Ensure that all proposals and reports are submitted in a completed fashion. 

· Facilitate the development of relationships with personnel from foundations and other funding sources.

· Work with program and administrative staff on writing proposals and reports in a timely manner.

· Maintain current and complete records on all grant activities on the grants calendar and grants filing system.

· Assist the Director of Resource Development and President, CEO with the following projects as requested:

· Attending meetings, networking events and receptions

· Attend staff meetings

· Agency tours and community presentations

· Participate in the development and implementation of the agency’s strategic plan

· Participate in the development and implementation of the agency’s annual operating plan paying particular attention to the areas involving grants

· Make recommendations to management regarding the implementation of resource (grant) initiatives including identifying new perspective grant opportunities.

· Become familiar with and proficient in the management of the organization’s grants calendar and grants files.

· Provide staff assistance to the program staff and administrative staff in writing grant proposals and reports associated with grant funding as requested by the Director of Resource Development and the President, CEO.

· Coordinate with agency staff and volunteers, as appropriate, to ensure success of projects and initiatives. 

· Comply with agency policies and procedures including completion of required documentation and reports.

· Assist agency staff and volunteers with the information and collateral for presentations as requested.

Qualifications - 
Education:

Bachelor’s degree required; relevant master’s degree preferred. 

Experience:
1-5 years experience in human service non-profit fundraising in the Central Florida area and previous experience with the United Way funding process.
Demonstrated Knowledge & Skills:
· Planning: an ability to think ahead and plan over a 1-2 year time span 
· Management: the ability to organize and manage multiple priorities 

· Problem analysis and problem resolution at both a strategic and functional level 

· Excellent interpersonal and communication skills including writing and presentation skills

· Excellent computer skills to support responsibilities including MS Office applications, use of the

   LCF donor database, and Internet

· Ability to work with a multi-disciplinary team and within a matrix-style organization
· Ability to plan and follow travel routes 

· Ability to think critically and problem solve

· Possess commitment to agency’s values 
· Ability to handle sensitive/confidential information with discretion

· Exercise good judgment

Physical Demands:

· Flexible schedule of early and late hours

· Typical office environment with infrequent lifting, carrying, pushing and/or pulling of objects and materials up to 10 lbs

· Extended periods of listening requiring the ability to perceive and discriminate sounds.

· Extended periods of oral communication

· Frequent typing

· Frequent operation of a motor vehicle

· Infrequent periods of prolonged standing

Requirements:
· Possess reliable transportation
· Hold valid Florida driver’s license, good driving record and proof of insurance
· Pass background checks
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