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PROPOSAL AND GRANTS/SPONSORED PROGRAMS COORDINATOR
Based in the Office of Institutional Advancement, the position of Proposal and Grants/Sponsored Programs Coordinator is a mid-level management position reporting to the Vice President of Institutional Advancement (VPIA). The primary responsibilities consist of developing, facilitating, and managing the grant solicitation process, and managing sponsored programs for the University.  

Planning and Research

· Identify appropriate funding sources for proposal writers and grant applicants;

· Regularly send notices of pending funding opportunities to interested parties throughout the University;

· Maintain a funding resource library and database for the use of Institutional Advancement staff and extra-departmental grant seekers;

· Provide faculty and staff training in proposal development;

· Assist the VPIA in preparing and managing a yearly University-wide sponsored programs calendar.

Proposal Development

· Write University proposals or provide technical assistance as requested by University personnel who choose to write their own proposals; Organize and manage the proposal development and submission process for the University by:
· supervising the use of Institutional Advancement human and material resources needed for production of proposals;

· ensuring the editorial and stylistic accuracy of all proposals and grant applications submitted by the University.

Proposal and Grants Coordination

· Establish and keep current a database of funding contacts, a proposal submission history, and reference files of University proposals;

· Serve as the University sponsored-projects supervisor and chief reporting agent to funding sources.

Other Duties

· Collect and disseminate appropriate data on sponsored projects as required by funding agencies, Vice President, or University President;

· Serve on University committees as appointed by President;

· Perform supplemental duties as assigned by supervisor or President.

QUALIFICATIONS
· Degree in technical writing or commensurate experience and skills, previous proposal and grant writing experience desirable; Highly proficient in verbal ability; Experience in teaching or skills training desirable but not essential; Strong word processing skills required; knowledge of presentation software, spreadsheets, and data base applications desirable; Research skills, particularly Internet; Ability to work with limited supervision, sometimes under tight deadlines and frequently in conjunction with others; Demonstrated interest in life-long learning; Commitment to the mission and vision of the University. 
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