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NATURE AND SCOPE: 
 
An incumbent typically reports to an administrative supervisor and serves as a leader for special Institutional 
Advancement, fund raising, alumni, and scholarship projects.  A significant aspect of this position is building 
relationships and stewardship, and researching, identifying, and procuring funds for the College.  
 
PRINCIPAL ACCOUNTABILITIES: 
 
An incumbent may perform any combination of the below listed accountabilities: 
 
1. Researches and identifies potential funding sources in the public and private sectors to meet unmet funding 

needs.  Researches federal and other public funding sources, as well as prospecting individuals, corporations, 
and foundations to determine funding opportunities. 

 
2. Prepares grants for public and private funding according to specifications and manages the grant submission 

process, presentations, and solicitation.  Monitors budget hearings to gain awareness of budgetary needs.  
Develops the grant budget. 

 
3. Identifies funding needs not met by current campus or College budget allocations. 
 
4. Manages ad-hoc teams necessary for funding project development within established timelines.  Facilitates 

group consensus on project justification and need.  Identifies and involves key personnel needed for 
institutional and community commitment.  Conceptualizes the project design and components necessary for 
implementation. 

 
5. Serves as a liaison when appropriate with external funding agencies and functions as a point of contact for 

grant negotiation, award notification, and contracts. 
 
6. Designs and maintains specialized computer databases as needed to maintain and track funding.  Performs 

database queries and analyzes information for reports.  Applies database information to forecast potential 
financial contributions from donors.  Prepares a variety of reports providing information on funding 
opportunities and required guidelines. 

 
 
 

SUMMARY STATEMENT:  An incumbent is responsible for increasing annual financial support for the 
College through grants, contributions, and other fundraising initiatives and resources.  The incumbent 
is responsible for developing funding procurement strategies, either private or public.  This includes 
researching, identifying, securing, and monitoring local, state, and federal grants as well as public and 
private sector funding sources to ensure the continuing enhancement and expansion of Collegewide 
programs, initiatives, and funding. 
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PRINCIPAL ACCOUNTABILITIES, cont’d: 
 
7. Maintains accurate records of donors’ contributions.  Follows up and monitors pledges.  Provides support for 

a successful stewardship program. 
 
8. Participates as needed in annual giving, planned giving, major campaigns, special events, alumni events, 

employee giving, scholarships, and other projects such as those designed to elevate the level of special 
fundraising.  Trains volunteers and maintains comprehensive records for individuals and organizations. 

 
9. Serves as a member of the Collegewide Institutional Advancement Committee, including serving as 

operational leader for special projects. 

10. Performs other related duties as required. 
 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
◊ Knowledge of grants. 
◊ Knowledge of fundraising strategies and techniques. 
◊ Knowledge of budgets. 
◊ Knowledge of word processing, spreadsheet, and database management computer software. 
◊ Knowledge of College policies and procedures. 
◊ Skills in developing and conducting presentations. 
◊ Strong writing, organizational, and analytical skills. 
◊ Excellent interpersonal and communication skills. 
◊ Ability to effectively communicate in both oral and written form. 
◊ Ability to effectively communicate and relate to a diverse population in a multicultural environment. 
 
 
MINIMUM QUALIFICATIONS: 
 
◊ Bachelor’s degree in a relevant field. 
◊ Four (4) years of relevant experience. 
◊ Representative samples of writing are required. 
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