SANTACLARACOUNTOFFICBFEDUCATION

CLASSITLE.GRANWRITERRESEARGKNALYSTASSOCIATE
BASIGUNCTION:

Under the direction of assignedDirector, leads, plans, organizes,and conducts grant proposal
developmentactivities;developsgrant proposalsand fundraisingstrategiesfor a variety of departments
includingthe Superintendenteducationdepartments,and others; servesas a resourcein the areasof
grantsdevelopment,grantsadministration,and specialevents.

REPRESENTATMETIES:

Thefollowingdutiesare examplesf assignmentperformedby incumbentsin this classification.It isnot
atotally comprehensivdist of duties,nor isit restrictiveregardingjob assignments.

ESSENTIAWUTIES:

Supportsand leadsgrant preparation,budget development,grant submissionand grant management
activitiesfor assignegrojects.

Identifies, qualifies, cultivates,solicits,and stewardsgrants/fundersto increasefunding at the SCCOE;
performs project management, leads the grant development process; establishesand maintains
relationshipswith partnersto coordinate information, resources,and activities among stakeholders;
providesguidanceregardingthe grant processhroughoutthe entire
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Providesquality and responsivedevelopmentknowledgeand skillsto a variety of stakeholdersncluding
the Superintendentschooldistricts,and external partners; preparesand supportsproposaland report
developmentcontainingtechnical, descriptive and analyticalcontent.

Providestraining and technicalassistancesupport at teacher,campus,district, and county office levels
regarding effective proposal development, reporting, and other projects as assignedto assistwith
developmentactivities,creatinganddeliveringtrainingsand workshops.

Performs and supports the research,report writing, and mandated activities of the Office of the
Superintendentisneeded.

Operatesa computer and assignedsoftware; operatesstandardoffice equipmentincludinga printer,
copier,fax,scannerprojector,andothers;drivesa vehicleto varioussitesto conductwork.

Meetswith internal and externalstakeholdergo coordinateproposaldevelopmentactivities; prepares
andpresentsproposalsfeports,andfindingsto stakeholdersandother interestedparties.

Assistdn traininginternal and externalpersonnelin proposalandbudgetdevelopment,asneeded.

OTHEMUTIES:
Performsrelateddutiesasassigned.

KNOWLEDGANDABILITIES:

KNOWLEDGEF:

Federal,state, and local regulationsrelating to public, private, and philanthropic grant development
agencies.

Criteriafor successfupublic,private,and philanthropicproposals.

CountyOfficeinternal grantmanagemenpractices.

CountyOfficeprogramsto facilitate resourcedevelopment.

Reportand grantwriting techniquesand practices.

Ability to write clear,structured,articulate,and persuasiveproposals.

Budgetdevelopmentfor grantwriting.

Intermediateknowledgeof Microsoft Exceljncludingpivot tables,filters, and charts.
Intermediateknowledgeof MicrosoftWordto format reporting, createsectionsandheadersandformat
tables.

Knowledgeof GoogleSuiteand SharePointveb pagemaintenance.

Interpersonakskillsincludingtact, patience,andcourtesy.

Operationof acomputerandassignedoftware.

ABILITYO:
Plan,organize anddelivergrant proposalsgrantreports,and other programdeliverables.
Initiate varagram
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Workindependentlywith little direction.

Operatea computerand assignedoftware.

Establisrand maintaincooperativeand effectiveworkingrelationshipswith others.
Planandorganizework.

Utilize computersystemgrelatedto grantfundinganddevelopment.

EDUCATIONNDEXPERIENCE:
Any combinationequivalentto: Bachelor'sdegreein education,business public administration,social

sciencepr relatedfield and four yearsincreasinglyresponsibleexperiencein fundraising,development,
communityrelations,or relatedfield. Experiencen a KA 2 publiceducationsetting preferred.

LICENSESNDOTHEREQUIREMENTS:
ValidCaliforniadriver’'slicense.
WORKINGONDITIONS:

ENVIRONMENT:
OfficeenviD



