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Seattle Indian Health Board
A Multi-Service Community Health Center for

 Medical, Dental, Mental Health, Substance Abuse, and Community Education

JOB ANNOUNCEMENT

Grants Specialist
Administration Division
Salary: DOE

Closes August 20, 2010
Who may apply: All qualified candidates

Where to apply:
· Apply in person at 606 - 12th Avenue S, Pearl Warren Building, Seattle, WA 98144

· Apply by mail P.O. Box 3364, Seattle, WA 98114

· Or contact 206-324-9360 ext. 1123. 

· You may download the job announcement and application materials at www.sihb.org.

Required forms and materials: A completed Seattle Indian Health Board application and affirmative action data record, resume, and cover letter. Incomplete or late application materials may not be processed.
MAJOR RESPONSIBILITIES:
The Grants Specialist’s primary responsibilities are for developing and maintaining grant and contract funding through grant writing.  The position is also responsible for timely submission of reports in compliance with funding agency requirements.
DUTIES:
1) Researches and identifies new public and private funding prospects.

2) Generates revenues for agency programs and services through timely submission of well-researched, well-written and well-documented grant proposals.

3) Prepare and submit funding agency reports as required.

4) Maintain grant/contract files.

5) Inform and consult with division heads on grant/contract reporting requirements, timelines and information needs.

6) Consult and coordinate with I/S, accounting and other administrative staff as needed for statistical, budgeting and financial review and information.

7) Prepare annual report and other agency publications as assigned.

8) Represent the agency through meeting attendance, committee participation, presentations, etc. as assigned.

9) Maintain reference and resource material relating to areas of agency interest.  Keep current on funding requirements and regulations.

10) Other duties as assigned related to position.

Qualifications

Education:  High School/GED equivalence. BA Preferred

Experience:  Work experience in writing grants to a variety of sources including private and public sources required.   Proven ability to write successful applications. Demonstrated ability to work independently with minimum supervision.  Excellent verbal and written communication skills. Good computer skills (Microsoft Office Word, Access, Powerpoint and Excel). Must be highly organized with the ability to implement systems and follow-up processes, able to effectively work under pressure, use independent judgment and produce a quality work product within tight time constraints.

Knowledge: Familiarity with the health and social issues facing the American Indian/Alaska Native population and a desire to serve this population.

Other: Successful completion of a background check.

Seattle Indian Health Board is an equal opportunity employer and encourages all qualified applicants to contact the agency about current vacancies and future employment opportunities.

Indian hiring preference may apply to some positions (as defined in Title XXV, US Code Sections 44-46 and 474.)
� EMBED Microsoft Drawing ���








10JA Grants_Specialist
Page 1 of 2

_93726736

