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Position Opening

June 8, 2005

DEVELOPMENT SPECIALIST III (PRE-AWARD). 
The Public Health Institute, a nonprofit public health research organization, seeks a full-time Development Specialist III for professional track position.  The Development Department currently provides pre-award bid and proposal development services to over 75 investigators for grant and contract applications to federal, state and other agencies.

Reporting to the Manager, Bid & Proposal, the selected candidate will be a senior and key part of an efficient 4-6 person departmental team.  This position interacts with the Vice President of Development & Communications, Principal Investigators and Project Directors, departmental colleagues, and central administrative staff as well as representatives of federal, state, and private funding agencies.  Responsibilities include furnishing critical assistance with preparation, completion, and review of numerous grant and contract proposals; development and maintenance of database tracking and reporting system, correspondence, and fielding requests for information and clarification of policies and procedures.  This exempt position carries significant opportunities for leadership development and is based in Oakland, CA.
Requirements:  The successful applicant will have a bachelor's degree and substantial senior level pre-award experience in a university or large nonprofit setting with demonstrated expertise with federal and state contract and grant regulations as they apply to nonprofit organizations.  Applicants should have seven to ten years of related experience with increasing responsibility in proposal development and be knowledgeable about current federal, state, and private grant application rules, regulations, and application packages.  Three to five years prior experience in a large nonprofit or university sponsored projects (pre-award) office is a significant advantage.
Skills:  The position requires excellent skills in communication, math, and English.  Specific abilities include budgeting, writing, editing, and proofreading; interpersonal and team building skills; ability to work in a fast-paced environment.  Also required are strong computer skills in the following programs: Microsoft Word, Excel, and Access.  In addition, the applicant must have a valid California driver’s license and satisfactory driving record.  Some extended hours may be required.
The Public Health Institute is exploring new and innovative ways to manage its business effectively and will welcome an individual experienced with and excited about organizational challenges.  The salary range for Development Specialist III is commensurate with experience.  Please send resume with cover letter and salary history ASAP to:

PUBLIC HEALTH INSTITUTE

555 12th Street – 10th Floor

Department 70
Oakland, CA 94607
NO PHONE CALLS PLEASE 

