THE COLLEGE CRUSADE OF RHODE ISLAND 
JOB SPECIFICATION

TITLE:


Grantwriter/Development Associate
REPORTS TO:

Vice President for Development and Communications
SALARY RANGE:

$40,000 - $45,000
BASIC FUNCTION:
  To research, coordinate and write grants, write fundraising letters, assist with event organization, and perform other tasks as needed to support the sustainability of The College Crusade of Rhode Island.
SPECIFIC DUTIES:


· Take primary responsibility for grant writing function, including: 

· Research, identify and develop new sources of funding from local, regional and national corporations and foundations as well as from local, state and federal government agencies.

· Manage the organization’s grant and reporting calendars
· Write, edit and organize grant proposals including timelines and boilerplates for grant proposals. 
· Write, edit and organize progress reports to funders.
· Work with the program services team and Senior Information Officer to ensure that program descriptions and data are accurate and complete.
· Work with the CFO to ensure financial data is correct and up-to-date.

· Coordinate all logistical aspects of the grant writing process, including gathering letters of support, appropriate signatures and other attachments as required by each funder for online or print distribution.

· Prepare grant activity reports monthly and annually or as needed. 
· Assist with planning, organizing and convening fundraising and/or community relations events.
· Compose fundraising letters for annual appeal and other development initiatives.
· Maintain the Development Department database

· Function as a positive ambassador for The College Crusade in Rhode Island's ethnically diverse communities and help to build team spirit and contribute to a positive climate for all staff.

· Undertake other duties as requested by the Vice President for Development and Communications.

REQUIREMENTS:

Education:  A Bachelor’s Degree in Journalism, Communications or English preferred.
Experience:  Minimum of 3-5 years of development experience, including researching and writing grant proposals to government and private funding sources, organizing events, writing fundraising letters and conducting other fundraising activities.   

Special Skills:  The Development Associate must have exceptional oral and written communications skills, strong organizational skills, and an ability to meet deadlines; should be adept at creative problem solving and flexible in adapting to evolving organizational needs. Should be proficient in Microsoft Word and have a working knowledge of Excel. Experience working with databases preferred. 
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