
JOB DESCRIPTION

POSITION TITLE:
Assistant Director for Faculty Grants - Government and Foundation Relations



REPORTS TO:

Director of Government and Foundation Relations



PRIMARY FUNCTIONS: 


Support faculty professional development through external grants for scholarship and teaching; and, 2) assist the Director of Government and Foundation Relations in identifying, cultivating, soliciting and maintaining relationships with private foundations and government agencies.  

AREAS OF RESPONSIBILITY:


1) Together with the Director, support faculty professional development through external grants for scholarship and teaching by: 

a) Establishing programs for faculty career planning in regard to research and sabbatical support; 

b) Assisting faculty in seeking grants and creating effective proposals

c) Broadening college participation in the national research agenda through active membership in professional organizations and connections to federal and private research funding programs; 

d) Working with the academic administration and others on projects associated with faculty scholarship and career development, including creation of internal policies and communication strategies; and ensuring compliance with federal regulations and funding systems, including Grants.gov

2) Assist the Director in identifying, cultivating, soliciting and maintaining relationships with private foundations and government agencies by:

a) Participating in campus discussions of institutional priorities

b) Identifying funding opportunities consistent with institutional priorities 

c) Writing, editing, proofreading, and submitting proposals.

d) Representing the office at meetings, conferences, and other events, both internal and external.

SUPERVISORY RESPONSIBILITIES: 
none

CONTACTS:
Administrative leaders, faculty and professional staff, and foundation officers; campus community; prospective and current grant sponsors; industry/discipline peers.

EDUCATION: 
Essential:
Baccalaureate degree required


Desirable:
Advanced degree in a related field

EXPERIENCE:
Essential:
A minimum of three years’ experience in higher education (teaching, research, communications) is required.  



Desirable:
Direct experience in government and foundation relations and work in a selective liberal arts college is highly desirable

KNOWLEDGE, SKILLS, ABILITIES: 

· Able to work confidently and collaboratively with a diverse set of colleagues, including faculty from every discipline, academic leadership, and administrative colleagues.

· Superior interpersonal and oral communications skills. 

· Excellent writing, editing and proofreading skills. 

· Ability to influence and build working relationships at all levels.

· Ability to work independently, manage multiple projects, work under time pressure and meet deadlines. 

· Accept personal responsibility within a team environment. 

· Strongly preferred: knowledgeable about funding opportunities, budget development, and electronic grant submission processes.

· Attention to detail and accuracy are essential. 

· Must be able to identify, analyze, and problem solve, translate ideas into actionable steps, be proficient in MS Office, web-based research, and database operations and usage. 

· Having the highest standards of confidentiality and discretion is essential.

· Basic knowledge of federal and state regulations as they pertain to proposals and sponsored activities is a plus. Experience with contractual issues a plus.

· Superior project management and customer service skills.

PHYSICAL DEMANDS:
NA

WORKING ENVIRONMENT:
Office located adjacent to main campus in college owned house. Ability to travel frequently from office to main campus.

WORK SCHEDULE:
FTE:
(Full-time Equivalent): 1.0



Term:
year round position

Shift: 
Office hours Monday through Friday 8:00 a.m. to 5:00 p.m.; some evening and weekend hours as position requires. 

APPROVAL:                                                
Patricia Martin
DATE:




April 2007

