                                                                                                                                        Posting Date: January 17, 2012 


WAYNE METROPOLITAN COMMUNITY ACTION AGENCY

JOB POSTING
Position Title:
Fund Developer (Grant writing)

Benefits:  Single Medical, Dental, Vision, Paid                  








   holidays, PTO, 401(k)
Starting Salary Range:   $15.00 - $19.50



Grade:
3






FLSA:
   Non-exempt

Employment Status:
Regular, Part Time 


Work Location:   Wyandotte
Work Days:  
Monday through Friday



Work Hours:  20 hours per week
(specific hours to be determined by program needs)







Supervisor: Director of Development and Communications   
Position Start Date:  Immediately

Responsibilities/Scope:  Responsible for implementing agency fund development strategies, including grant proposal writing, in support of agency programs.
Qualifications:

· Bachelor’s Degree with a minimum of 2-4 years of experience in grant writing, proposal development, program design, and/or non-profit administration, or a combination of education and experience which is similarly equivalent.

· Knowledge of Wayne County demographics, the needs of low-income persons in Wayne County, and services available to meet those needs.

· Ability to assist in the design of social services targeted towards persons facing economic, social, health, age, and educational barriers.

· Knowledge of methods to seek and secure funding in support of program operations and the ability to effectively solicit funds through the preparation of funding requests to entities including foundations, state and local governmental entities, and private donors.

· Exceptional ability to communicate effectively both orally and in written form.

· Exceptional writing, grammar and organizational skills.

· Ability to identify, contact and work with area social service providers, funding agencies, and consumers in both the public and private sectors in the interest of aiding low-income persons.

· Ability to collect and evaluate data regarding service needs, present services, and service gaps, and through such as evaluation, develop needs statements to both direct and support agency services.

· Ability to empathize and communicate with those persons facing economic, social, health, age and educational barriers.
· Good interpersonal and professional skills including but not limited to professional appearance, tact, punctuality, and dependability.

· Self-starter with ability to function under tight deadlines and coordinate multiple tasks simultaneously

· Valid driver’s license and reliable transportation.

· Ability to work independently and take direction.
If you are interested in this position and you have 2 years of grant writing experience, submit your resume, cover letter and 2 grants that you have written to the HR Department at HR@waynemetro.org.  Please do not submit your information if you do not have 2 years of grant writing experience. 

Please enter the Job Title in the subject line.     No phone calls please.
 
Equal Opportunity Employer
