PULLMAN REGIONAL HOSPITAL – JOB DESCRIPTION




TITLE:


Grant Writer/Manager
DEPARTMENT:
Development
FLSA:


Half-time Employee
JOB SUMMARY:

Generates financial support for Pullman Regional Hospital (PRH) Foundation projects through the research and planning necessary to develop grant proposals and manage grant awards.  Utilizes community needs assessments, engages in special project development and grant writing activities designed to identify and address unmet healthcare needs within the community.  Ensures the identification, development and coordination of grant writing opportunities.
QUALIFICATIONS:

Education/Training:  Bachelor’s degree in Sciences, Journalism, or Social Sciences required.  3-5 years strong grant writing experience in healthcare field may substitute for education. Proficiency working with a variety of computer software programs is highly desirable. 
Experience:  Program development and grants experience highly preferred. Possess working knowledge of federal, state, regional and local grant-makers. Proven experience submitting grant applications and understanding of award process and reporting.  Be adept at coordinating and managing key people, particularly physicians, experience maintaining confidential information, demonstrates leadership skills, experience working with project teams.  
ESSENTIAL FUNCTIONS:

· Through interviews and other means, gather information that will easily allow an understanding of the concept of a project or program for which grant funding is sought as defined by the person responsible for carrying it out. 

· Acquire and maintain sound knowledge and understanding of the organization, and use that knowledge and understanding to better comprehend all projects and programs for which grants will be sought and to recommend the seeking of grants; 
· Compile, write, and edit all grant applications exhibiting strong expository writing skills and a high-level command of grammar and spelling; 

· Implements consistent, standardized grants management system; 
· Manage the Grant Program routing forms and sign off process;
· Provides guidance for Project Leads and Project Teams during the development of grant proposals and post-award accounting and tracking activities;
· Identifies funding opportunities and new program areas to match PRH priorities; 
· Reviews funding agency guidelines to ensure each proposal correctly conforms to federal and non-federal program announcement requirements;
· Reviews the budget of a project or program for which funding is sought and make certain it meets the requirements of the grant-making organizations;
· Ensure that individual grant proposals are developed in accordance with each grant-making organization’s preferences and follow exactly each grant-making organization’s guidelines;
· Maintain registrations for Federal and non-Federal grant making organizations; 

· Keeps in contact with grant-making organizations during their review of a submitted grant application in order to be able to supply additional supportive material; 

· Manages the process of supplying progress reports when required by a grant-making organization that has funded a project or program; 

· Serves as a liaison to all funding agencies or organizations;
· Ensures compliance with PRH Grant Program policies and procedures, and is responsible for periodic review and revisions of policies and procedures;
· Assists PRH Foundation to identify grant writing opportunities.  Determines feasibility and development of grant support for new initiatives;
· Works with Project Lead and accounting to meet reporting requirements for grant funded projects;
· Develops, manages, and coordinates all necessary forms required by federal and non-federal sponsors for major proposals;
· Engages with program officers at funding organizations to solicit invitations to submit proposals;
The job may have additional responsibilities as assigned.  All job duties must be performed in a manner that demonstrates the Mission and Values of Pullman Regional Hospital. 
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