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Center for Creative Education
Job Description 


	Job title:  Advancement Manager, Grants

	Work Location: Main Office, 425 24th Street, West Palm Beach, FL  33407

	Division/Department: Development and Marketing

	Reports to: Director of Development

	(   Full-time

(  Part-time
	( Nonexempt
( Exempt

	Essential Duties and Responsibilities: 

Reporting to and in partnership with the Director of Development this Advancement Manager position is responsible for managing a grants calendar and collaborating with an additional Advancement Manager to complete applications, reporting, and ensure positive relationships are upheld with grantors; manages a comprehensive array of marketing and communication that is designed to meet the mission for the Center for Creative Education and its fundraising needs; upholds CCE’s visibility as a local and state-wide expert, and resource for “arts in education.” This position supports additional staff who manages the organization’s marketing and communications, as well as support for the Annual Giving Manager who manages annual giving campaigns and events. The position requires working collaboratively with the leadership team, development team, programming staff, and other stakeholders.
Functions of the Advancement Manager, Grants include:

· Must thoroughly and adeptly become familiar with CCE programs, goals, and financial needs.

· Research potential funding sources and prepare grant proposals and Letters of Intent.

· Keep meticulous records that track proposals, deadlines, awards, and reports.

· Supply funders with missing or follow-up documents as requested or required.

· Demonstrate impeccable time management, organizational, and research skills.

· Responsible for working collaboratively with staff and clearly communicating guidelines, schedules, and conditions of award to all relevant staff arranging orientations and follow-up meetings as needed.

· Demonstrate the ability to listen and develop information into grant proposals.

· Develop reports that are timely, informative, accurate and of high quality.

· Must work independently and manage time well

· Actively foster a professional relationship between CCE and funders

· Review staff documents and provide feedback to ensure high-quality, accurate communication

· Develop and maintain appropriate documentation 

· Assist in providing program descriptions for grant requests and online materials/website

· Coordinate with any external evaluator and facilitate deliverables and project objectives 

· Present data timely and effectively to CEO, Staff, BOD, Evaluator, or Funders as requested

· Demonstrate accuracy and thoroughness especially with regard to documentation and evaluation

· Display willingness to make responsible decisions yet include appropriate people in decision making process

· Understands communication best practices to ensure that all outreach and communication operates consistently and ethically within the mission and values of CCE.

· Assist development with communication content relative to engaging donors and foundations to ensure continued support of the work of CCE.

· Understands and will adhere to ethical fundraising and protecting donor privacy.

· Assist with all CCE marketing planning and execution.
· Demonstrate accuracy and thoroughness.
· Assess ways to improve and promote quality.
· Assist with all activities, events, and fundraisers that benefit the Center for Creative Education.

· Flexibility to work some evenings and weekends as required.


	Education and/or Work Experience Requirements: 

· Master’s Degree in a related field is preferred
· Experience in the field of education, marketing, and grant writing is preferred
· Excellent knowledge of Facebook, Twitter, LinkedIn, Instagram, Hootsuite, and other social media best practices.

· Understanding of SEO and web traffic metrics
· Familiarity with web design and publishing: WordPress

· Experience meeting program objectives

· Strong organizational, planning and analytical experience

· Outstanding oral and written communication skills
· Read and interpret written information

· Strong computer skills with proficiency in Word, Excel, and Outlook

· Proficiency in Adobe Creative Suite is a plus
· Must successfully pass Level II background check and be cleared through the Department of Homeland Security



	Physical Requirements: 
· Ability to safely and successfully perform the essential job functions consistent with the ADA, FMLA and other federal, state and local standards, including meeting qualitative and/or quantitative productivity standards

· Ability to maintain regular, punctual attendance consistent with the ADA, FMLA and other federal, state and local standards

· Must be able to lift and carry up to 40 lbs.

· Must be able to talk, listen and speak clearly on the telephone



	Print Employee Name:

	Employee signature:                                                                                                     Date:
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