	Bell County Board of Education
Job Description 

	Job title:            Grant Writer

	Location:          District:  Central Administrative Office

	Responsible to: Superintendent
 

	Code:  7183
Safety Sensitive:  Yes
	Type of position:
( Full-time

( Part-time

( Contractor
	Fair Labor Standards Act 
( Exempt

( Nonexempt

	General Description:

· Researches grant opportunities that the school district may qualify for to enable greater educational opportunities for students

· Prepares and submits federal, state, and local grant applications

· Identifies possible public and private funding sources for grant proposals

· Maintains working knowledge of grant opportunities

· Prepares narrative reports on completed programs; success/failure based on conversation, evaluation, and observation of the program implementers

· Collaboratively plans, prioritizes and coordinates district projects.

· Maintains professional contacts with other school districts and agencies to support collaborative grant project applications

· Other relevant duties as assigned by the Superintendent



	Work-Related Requirements and Characteristics:

· Must be able to work independently and in a collaborative setting
· Possesses initiative and aggressively pursues grant opportunities for the school district

· Possesses familiarity and experience with word-processing and spreadsheet software  (MS Word and EXCEL preferred)

· Has an ability to create accurate and realistic budgets for grant proposals and funding applications

· Possesses an ability to express oneself effectively both orally and in writing.
· Has an ability to work under pressure to meet deadlines for grant opportunities

· Has an ability to read and understand complex narrative material

· Has an ability to collaboratively plan, prioritize and coordinate district projects.



	Education Requirements
· Associate Degree or B.A. in Journalism, Public Administration, English, Human or Social Services, or other related degree
· Successful grant writing and fund acquisition experience



	Approved by:               Bell County Board of Education
Revision Date:             Approved as revised 9/21/05   


