Institute on violence, abuse & Trauma (ivat) at
Alliant international university
10065 Old Grove Road, San Diego, CA
POSITION TITLE:

Special Projects Coordinator
REPORTS TO:


IVAT Executive Director and/or President  
HOURS:


9:00 AM – 5:00 PM.

EMPLOYMENT STATUS:
Full Time, Exempt
POSITION SUMMARY
The Special Projects Coordinator, under the general direction of the Executive Director contributes to the grants writing and submissions, development, special projects, and grant compliance operations of the Institute on Violence, Abuse and Trauma (IVAT) at Alliant International University. 
The successful candidate will be dedicated to providing high quality service to all constituencies of Alliant International University. S/he will exhibit the highest professional standards and ethical principles and will be committed to the tenets of IVAT at Alliant’s Mission and Vision.

DUTIES AND RESPONSIBILITIES:

1. The Special Project Coordinator (SPC) will work with the Executive Director, and the President of IVAT as needed, to identify issues and funding sources.

2. The SPC will help in the design of needs assessment projects with collaborating and partner agencies. S/he will also coordinate projects or initiate relevant projects consistent with IVAT’s mission.
3. The SPC is responsible for researching and identifying grants and private foundations that fit IVAT’s mission and goals. 

4. The SPC will be the point of contact with the Alliant Grants and Sponsored Program division in order to coordinate grant applications.

5. The SPC will be responsible for all grant compliance.  S/he will coordinate with Alliant’s financial office to maintain grant financial records. This person is also responsible for creating and maintaining grant budgets and handling logistics for special projects and grants.

6. The SPC will coordinate the development, production, and /or update of grant status, progress and final reports. 
7. The SPC works with the conferences and training departments to help with logistics, oversee projects, such as think tanks, consulting, and program evaluation. This may include overseeing the NPEIV assistant with respect to group communications, budget and grant applications for the National Partnership to End Interpersonal Violence across the Lifespan and associated Think Tanks. 
8. The SPC will initiate and coordinate the Development activities for IVAT and will help establish an IVAT development committee as part of outreach activities in conjunction with other IVAT staff to raise funds for IVAT.

9. The SPC will supervise any work study students or other assistants as needed who work on special projects noted above.

10. The Special Projects Coordinator works on other various assigned projects and tasks as needed.

POSITION REQUIREMENTS:
	Education:


	Master’s Degree in relevant field

	
	

	Experience:


	4 years relevant experience working on grants, development, or special projects in relevant content areas


	Management Skills:


	Manage projects including budgets; oversee committees and programs

	Supervises:
	Possibly an assistant or work study students


	Technical Skills:
	Knowledge of budgets and finances , and program development or management helpful


	Technology Skills:


	Excel, Word, Outlook, Power Point & Internet Research

	Other Requirements:


	Organized, detail oriented, experience in report writing, good oral and written communication skills, ability to multi-task, be able to track projects for compliance and to do follow-up, be able to work in high paced environments while maintaining a positive attitude and outlook, and demonstrate initiative in carry out assignments. Committed tot he IVAT mission and vision.


To apply, please send your cover letter & resume to:

jobs@allilant.edu
Please reference “Special Projects Coordinator, IVAT” in the subject line.
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