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Job Posting

Title:  Director of Title III / Sponsored Programs        Job Code:  10-1201BAN  
Date of Posting:  12/01/10             


    Closing Date: Until Filled
Department:  Institutional Advancement



Reports To:
 VP Institutional Advancement
GENERAL SUMMARY:
The Director of Title III and Sponsored Programs is responsible for program management and overall budgetary administration of the Title III grant, and has oversight for grant administration, management, and compliance of all grants and contracts received.  The incumbent ensures that the College’s operations relative to all grants administration are consistent with the overall rules and regulations of the granting agencies.  As a part of the College’s goals and objectives to ensure fiscal stability, the Director of Title III / Sponsored Programs will assist in improving the financial reporting and recording keeping systems and ensure that funds are being expended according to approved budget, policies, and procedures outlined by the funding agency.  The Director of Title III / Sponsored Programs assist in researching and identifying funding opportunities for the College and writes grant proposals.

The Director of Title III / Sponsored Programs provide information through workshops and releases for the College constituents to assure compliance.  The Director of Title III / Sponsored Programs assists in identifying and researching funding opportunities for the College.

ESSENTIAL JOB FUNCTIONS:

· Participation in all phases of grant preparation and monitoring.

· Monitoring program progress and analyzing any deviation of program progress and program plans in coordination with Executive Vice Presidents and Activity Directors.

· Coordination of control of budget expenditures with Activity Directors

· Serving as the liaison between the U.S. Department of Education and the College

· Monitoring all management reports generated by Activity Directors to ensure compliance in accordance with program regulations and institutional policies

· Monitoring and approving requisitions for allowed appropriations

· Reconciling invoices and expenditures with requisitions

· Facilitating an annual external evaluation of the Title III program and other grant programs as required

· Providing management with up-to-date information on the progress of the Title III program on a regular basis

· Maintaining current and active file for grants awarded to the College

· Maintaining the department’s website that provides information on all aspects of the department’s operation

· Ensuring the currency and dissemination of the Grants Management and Compliance Manual

· Developing and implementing the department’s annual operation plan

· Assessing the activities of the department for effectiveness and efficiency in keeping with the department’s operational plan

· Providing mid-year and annual reports on the attainment of goals and objectives set forth in the operational plan

· Ensuring the implementation of best practices as it relates to grants management and compliance

· Maintaining an organized system of documentation that demonstrates operational compliance with best practices, accreditation requirements and federal and state laws 

· Managing all student timesheets related to grants on a bi-weekly and monthly basis

· Preparing all reports on a monthly basis as required by funding agencies and management

· Serving as Coordinator of Summer Grant Programs

· Maintaining current knowledge of the requirement and compliance issues, 

· Attending grant related workshops and conferences on a regular basis

· Managing department’s operating budget

· Writing grant proposals, 

· Conducting grant seminars for faculty and staff

· Travel as necessary to facilitate job functions

· Performing other duties as assigned

KNOWLEDGE, SKILLS, AND ABILITIES:

· Knowledge of federal guidelines and regulations governing federal grants, including appropriate OMB circulars

· Experience in grants budget management

· Excellent communication skills (orally and written)

· Excellent fiscal and time management skills

· Must be able to interact within a diverse community

· Must have advanced computer knowledge and skills to facilitate online research and the use of excel and other computer programs deemed necessary to execute job functions effectively and efficiently

· Must have a high degree of flexibility and be able to perform well under pressure

· Must be able to represent the College at the federal, state and corporate levels 

EDUCATION AND EXPERIENCE:

· A bachelor’s degree is required 

· Three to five years grants management experience (including grant writing) in a non-profit organization, college or university. 

· Advanced degree preferred.

HOW TO APPLY:

Interested candidates should submit a cover letter, resume, application for employment (found at www.bennett.edu), and three (3) recent letters of recommendation (all letters must be signed and dated within one (1) year), reference Job Code 10-1201BAN  
If available, please submit unofficial transcripts. Official transcripts are required if an offer of employment is made. 
You can send your information one of three ways: 

Mail to: Human Resources, Bennett College for Women, 900 East Washington Street, Greensboro, NC 27401

Email to: hr@bennett.edu
Fax to: 336-517-2103

Resumes received without the job code will not be considered. 

NO PHONE CALLS PLEASE!

We are an Equal Opportunity Employer
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