Opening Date: December 5, 2007

Greater philadelphia urban affairs coalition

JOB DESCRIPTION

POSITION:

GRANT WRITER

DEPARTMENT:
DEVELOPMENT 

REPORTS TO:
DIRECTOR OF DEVELOPMENT
POSITION SUMMARY:

The Greater Philadelphia Urban Affairs Coalition (GPUAC) is looking for a qualified Grant writer to join its team.  The individual selected for this position will provide strategic and tactical leadership to the process of preparing corporate and government grant proposals, and will implement/coordinate all written fundraising activities for the Development Department.
To achieve GPUAC’s strategic goal in obtaining grants, the ideal candidate must have extensive experience in areas of developing proposals and writing reports that will generate both unrestricted and restricted gifts for human service organizations. Familiarity with foundations in the Greater Philadelphia region is preferred.
PRIMARY RESPONSIBILITIES:
· In consultation with the Director of Development and the Director of Strategic Initiatives, write grants for corporate and foundation as well as support other fundraising and strategic initiatives. 
· Create and maintain internal deadline calendar for grants and proposals outlining the financial goals and sources for all written solicitations. This includes: foundation and corporate proposal submissions; government RFP submissions, contractual report due dates, special events, and other income-producing activities. Ensure that proposals and grant reports are submitted in a timely manner.
· Perform prospect research on foundations and corporations to evaluate prospects for corporate and foundation grants. 

· Ensure that appropriate operational and budgetary reporting is completed and submitted to the funding source per the terms of the grant.
· Coordinate the development and monitor the entire process of a proposal from the beginning to closeout. Verify receipt of proposal and ensure that appropriate follow-up has occurred. Provide additional information to the funding source as required.
· Report any discrepancies in the utilization or reporting of grant funds to management for further review and resolution.
· Maintain and update corporate, foundation and government prospect records in both electronic form and hard copy.
· Recommend and coordinate all aspects of visitations with foundation program officers and senior staff for the Director of Development, Director of Strategic Initiatives, and President.
· Assist with other duties as assigned by the Director of Development.

Possible Performance Measurements:



Thoroughness/Timeliness of grant submissions and reporting.



Quality (accuracy/completeness) of information provided to funding


sources and management.

EDUCATION AND QUALIFICATIONS:
The candidate selected for this position must be able to prioritize projects, meet deadlines, and able to work independently and in a team environment. This individual must be able to respond to rapidly changing priorities with flexibility and humor. Additional qualifications for this position are as follows:

· Must have a Bachelor’s Degree.
· Minimum of 3-5 years experience in the following: proposal and grant writing, and developing/maintaining foundation and government relationships (candidate will be required to provide writing samples).
· Excellent oral and written communication skills, strong organizational and interpersonal skills.
· Must be able to work collaboratively with a wide range of internal and external constituents.
· Must possess good analytical skills in order to determine where to put efforts in developing proposals and building relationships.

· Comprehensive knowledge of local, state and national foundations that support a human services organization.
· Knowledge of grant application process, scoring criteria and funding cycles.
· Must be proficient in Microsoft Office software (Word and Excel) and Razor Edge software (Black baud).
· Must develop and maintain a professional relationship with other grant writers and fundraisers in the greater Philadelphia region.

Salary commensurate with experience, plus benefits package.

Send cover letter and resume with salary requirements to:

Sandra Higginbotham, Human Resources Manager

Greater Philadelphia Urban Affairs Coalition

1207 Chestnut Street, Suite 700

Philadelphia, PA 19107

Email: shigginbotham@gpuac.org
Fax: (215) 851-0514
GPUAC is an Equal Opportunity Employer

