                                                                                                                                        Posting Date: January 23, 2012 


WAYNE METROPOLITAN COMMUNITY ACTION AGENCY

JOB POSTING
Position Title:
Grants Manager



Benefits:  Full Medical, Dental, Vision, Paid holidays,








                    PTO, 401(k)

Starting Salary Range:   $36,000 - $48,000



Grade:
4






FLSA:
   Exempt

Employment Status:  Regular, Full Time 


Work Location:   Wyandotte
Work Days:  
Monday through Friday


Work Hours:  40 hours per week
(specific hours to be determined by program needs)







Supervisor: Dir. of Grants and Information Management  
Position Start Date:  Immediately
Responsibilities/Scope:  Coordinate and guide the implementation of assigned grant contracts which includes, but is not limited to, coordinating with various staff to insure proper financial and programmatic reporting, the timely and accurate expenditure of funds, compliance with the funder’s requirements, and addressing grant implementation challenges.
Qualifications:

· Bachelor’s degree or a minimum of five years experience in non-profit management or a combination of education and experience that is similarly equivalent.

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

· Exceptional ability to communicate effectively both orally and in written form including good public speaking and persuasive presentation skills.

· Ability to effectively manage workload with only minimal oversight.

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

· Ability to manage the collection and evaluation of data regarding service needs, present services, and service gaps.

· Ability to effectively provide supervision for staff and coordinate multiple program reporting activities occurring at scattered program sites.

· Ability to simultaneously coordinate multiple tasks.

· Ability to empathize and communicate with those persons facing economic, social, health, age, and educational barriers.

· Valid driver’s license and reliable transportation.

· Good interpersonal and professional skills including but not limited to professional appearance, tact, punctuality, and dependability. 
If you are interested in this position submit and you meet the minimum requirements, submit your resume and cover letter to the HR Department at HR@waynemetro.org.  Please enter the Job title in the subject line.  The fax number is 734-246-5779 or by mail at Wayne Metropolitan CAA, 2121 Biddle, Wyandotte, MI 48192.

No Phone Calls Please
    
Equal Opportunity Employer
