JOB DESCRIPTION
GRANTS RESEARCHER

Grant Prospect Research

· Identify and research public and private funding opportunities for College priorities

· Actively seek out current public and private Requests for Proposals (RFPs)

· Research and analyze potential match between prospects and projects

· Determine funding capacity of prospects

· Keep abreast of relevant federal and state government grant news and trends

· Keep abreast of relevant private sector grant news and trends

· Track local and regional funding trends and identify potential grant partnerships with area institutions

· Maintain private sector prospect list

Grant Proposal Research & Support

· Research, identify, and collect internal and external data needed for grant proposals

· Prepare charts, tables, and graphs as needed for grant proposals

· Analyze data trends and significant changes and compile data in appropriate format for grant proposals

· Conduct literature searches to support specific grant proposal objectives and statements

· Prepare summaries of research and other documents for professional staff

· Identify data elements and sources appropriate for the preparation of grant proposal evaluation plans

· Prepare footnotes and bibliographies for grant proposals

STCC Grant Resource Library

· Collect and archive relevant reports, papers, articles, and website links for retrieval to support grant proposals, ensure that all are updated as new data is available
· Research and compile pertinent institutional information for College priority projects

· Develop, write, and keep up-to-date standardized paragraphs about the College, its activities, and the surrounding community for use in proposals

· Review submitted proposals and tag according to subject, population served, and outcomes for use in future proposals

Grant Reporting

· Assist Grants Manager and Institutional Research Department with identifying and summarizing College data needed for grant reports

Minimum Knowledge and Skills

· Stellar research proficiency

· Firm understanding of research methodologies and tools

· Expansive knowledge of data sources and how to use them

· Skillfulness in conducting website searches with competent informational literacy to accurately assess value of sources and information

· Strong analytical skills

· Talent for synthesizing and analyzing research data and presenting it clearly and succinctly to grantwriting staff

· Ability to effectively communicate on a professional level, in oral and written formats, with internal and external staff

· Excellent computer skills, especially expertise in the use of Microsoft Office and Adobe Pro

· Ability to prioritize projects and meet deadlines

· Aptitude for organization and attention to detail

· Curious, mentally nimble, and capable of smiling even at deadlines

Additional Knowledge and Skills Preferred
· Knowledge and familiarity with research techniques for grant prospect research

· Expert adeptness with the Foundation Center’s Foundation Directory Online database

· Proficiency with www

HYPERLINK "http://www.grants.gov".

HYPERLINK "http://www.grants.gov"grants

HYPERLINK "http://www.grants.gov".

HYPERLINK "http://www.grants.gov"gov 

· Knowledge of and experience with fundraising and development functions in an educational setting

· Knowledge of fundraising information sources

· Proven and successful grantwriting

· Proficiency with Microsoft Visio and database management software, e.g., Access, FileMaker Pro
Minimum Education and Experience

· A bachelor's degree with coursework in fields that contribute to research, analysis, and communication skills

· 1-3 years research experience

· 1-3 years work experience in a professional office environment
Additional Education and Experience Preferred
· A master's degree in a field that involves considerable research and analysis

· Successful experience in developing and obtaining grants from federal, state, local, corporate, and private funding agencies

· Work experience within a higher educational setting
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