TITLE:  GRANT WRITER/FUND DEVELOPMENT MANAGER
QUALIFICATIONS
1. Degree in a field related to communication or fund-raising

2. Minimum experience as determined by the Board

3. Knowledge of grant writing and fund development management, preferably for an educational organization 
4. Excellent writing and database management skills and familiarity with the Microsoft Office Suite
5. Able to speak clearly in all settings and to demonstrate the needs and benefits of donation and contribution
6. Strong teamwork, and interpersonal skills
PRIMARY RESPONSIBILITY TO
Superintendent or designee
JOB SUMMARY

To write grant applications to raise fund for educational activities.  To assist with communications between the school district and the community‑at‑large, and to provide information about the schools to  facilitate community support for the schools.
MAJOR DUTIES AND RESPONSIBILITIES
1. Assist the superintendent and the School Board in setting objectives for the district's grant-writing and fund-raising efforts   
2. Provide input into the annual budget in consultation with school administrators   
3. Attend and follow up on meetings to set priorities and to obtain grants 
4. Prepare specific grant applications and, upon authorization by the superintendent and the School Board, file those applications in a correct and timely manner 
5. Be responsible for contacting funding agencies and learning the requirements for filing a complete application package 
6. Consult regularly with curriculum coordinator(s), department heads, building principals, and interested classroom teachers to ensure that any funds received are managed appropriately, in the best interests of the school district, and to comply with the approved school goals 
7. Secure suitable personnel within the district willing to undertake and participate in grant-funded programs 
8. Provide other assistance in implementing the funded programs, preparing and filing documentation, and fulfilling the grant requirements, as assigned 
9. Prepare any material necessary to comply with standard auditing practices  

10. Compile all paperwork that may be required in the filing, reporting, and phasing out of any grant or funds received, and ensure the accuracy of information included in paperwork 
11. Coordinate site visits by funding agencies, process contacts, and prepare interim and final reports for grants  
12. Maintain a list of grant opportunities and application deadlines, and keep the superintendent informed about them
13. Coordinate the preparation and distribution of information on grants and fund-raising for all school district publications and news releases   
14. Respond to requests for public information about the district's grants and fund-raising activities, and speak knowledgeably about the district’s policies and programs 
15. Reconcile monthly grant foundation status with the district Business Office 
16. Maintain the confidentiality of sensitive information and documents   
17. Coordinate the handling of information with the superintendent in order to maintain the privacy of confidential information  
18. Assume responsibility for his or her continuing professional growth and development by attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications 
19. Seek assistance should emergencies arise
20. Represent the school district in a positive manner

21. Know and follow school district policy and chain of command
22. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the superintendent or designee in conformance with federal and state law, administrative rules, and Board policy.
TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”. The “employment period” and other descriptions and terms set forth shall not create a property right for the employee. These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.

NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-512
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I.C. § 33-1210

Information on Past Job Performance
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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