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JOB DESCRIPTION

POSITION TITLE

Director of Government and Foundation Relations




REPORTS TO:

Assistant Provost/Office of the Provost and Dean of the College

PRIMARY FUNCTION: 
The Director of Government and Foundation Relations is responsible for the identification, cultivation, solicitation, and stewardship of foundations and governmental agencies for the purpose of securing gifts and grants to support the college.  The Director interacts with the college’s leadership to develop strategies for seeking support of the college and its priorities.

AREAS OF RESPONSIBILITY:


1. Oversees all aspects of the operation of the Office of Government and Foundation Relations.  Develops and implements a strategic plan for the Office.  Leads, manages, and develops a highly effective team of people to carry out the work of the Office.  Establishes policies and procedures to facilitate the solicitation and administration of grants from government agencies and foundations.

2. Advises faculty and administrators on funding opportunities, interprets foundation interests to college constituencies, and ensures that special requirements in the development and presentation of proposals are communicated.

3. Identifies funding opportunities aligned with institutional needs and priorities, works collaboratively with appropriate college personnel to develop institutional proposals, and prepares and completes these solicitations.

4. Encourages grant-seeking by faculty and seeks opportunities to link grant-seeking with faculty development.  Assists faculty in identifying potential sources of funding.

5. Serves as liaison between the college and foundations and governmental funding agencies.  Builds awareness of and knowledge about the college among philanthropic foundations in order to build, maintain, and significantly expand positive fundraising relationships.  Establishes relationships with key program officers at foundations and governmental agencies and determines cultivation strategies.  Initiates opportunities for the college’s president and other administrative leaders to interact with foundation executives and program officers.

6. Coordinates the submission approval process for all funding solicitations and facilitates the preparation and submission of proposals as well as interim and final reports to funders.  Prepares and edits grant proposals and reports for institutional initiatives.  Reviews proposals and reports prepared by others for accuracy, completeness, and clarity.

7. Provides professional expertise and guidance to college personnel on grant/contract administrative matters.  Monitors, analyzes, and interprets federal and state regulations as well as college policies as they pertain to proposals and sponsored activities.  Manages all aspects of government and foundation grants including coordination of matching requirements, submission of interim and final reports, and internal and external audits of grant‑related activities.  Assists in the implementation of external policies (e.g., OMB Circulars A-133, A-122, A-110, and A-21) to ensure institutional compliance.

8. Stays well-informed about college programs and initiatives, individual faculty interests, and institutional priorities.  Maintains effective working relationships with the college’s leadership as well as with individual members of the faculty and staff.  

9. Directs and conducts research on potential funding sources.  

10. Prepares or assists in the preparation of public/press announcements of significant grants.

11. Performs additional duties as needed and/or assigned.

SUPERVISORY RESPONSIBILITIES: 
Hire, train, and supervise three direct reports.

CONTACTS:
College president and other administrative leaders, faculty and professional staff, and foundation officers.

EDUCATION: 
Essential:
Baccalaureate degree. 


Desirable:
Masters or Ph.D. degree.

EXPERIENCE:
Essential:
Five years of experience in proposal development, fundraising, and grant administration.  Record of accomplishment in securing grants for non-profit organizations from charitable foundations and governmental agencies.  


Desirable:
Ten years of experience in government and foundation fundraising and grant administration in a higher education setting.  Work in a highly residential, private, liberal arts college.  Supervisory responsibilities.

KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal, oral, and written communication skills.   Strategic thinking and planning skills.  Project and staff management skills.  Ability to work independently and collaboratively and to adapt to changing situations and priorities.  Ability to translate academic and scholarly information into concise and compelling proposals for funding.  Knowledgeable about funding opportunities, proposal preparation mechanics.  Familiar with federal regulatory and compliance issues.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment on campus; some domestic travel to attend conferences, meet with program officers, etc.
WORK SCHEDULE:
FTE (Full-time Equivalent): 
1.00; some nights and weekends

APPROVAL:                                                
Arnie Ostebee
DATE:
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