Job Description

OVEC Grant Writer

MINIMUM QUALIFICATIONS:  Bachelor's Degree required, Master’s Degree preferred. Experience in writing competitive grant applications.  Must have strong communication, writing, research, technology, and organizational skills.  Must have ability to attend to details.  Must be proficient in the use of current software programs such as Microsoft Word and Microsoft Excel.
Reports to:  Chief Executive Officer

Specific Duties (non-inclusive):   

1. Researches grant opportunities using the Internet, grant publications, and other resources.

2. Keeps OVEC program directors informed of grant opportunities in their area.

3. Attends technical assistance meetings to learn about grant requirements.

4. Fosters a strong team approach to grant development.

5. Conducts needs assessments of member districts to collect data needed for grant applications.

6. Conducts research in key academic and programmatic areas for use in grant applications.

7. Conducts grant development meetings (with staff and/or district representatives) concerning grants to be submitted by OVEC.

8. Develops draft and final grant applications with input from staff and district representatives.

9. Develops grant budgets, with input from staff.

10. Assists OVEC program directors in completing annual performance reports and/or continuing grant applications.

11. Provides information about federal, state, and foundation grant opportunities applicable to local school districts.

12. Hosts meetings for member school districts to provide information (e.g., a template) that will assist them in writing successful applications for state competitive grants.

13. Provides pre-submission proposal review and critique on federal, state, or foundation grants that member districts plan to submit.
14. Offers training in grant proposal writing to member district representatives.

15. Other duties as assigned by the CEO.

COMPENSATION/BENEFITS:  Annual contract for 240 days. Benefits include Kentucky Teacher Retirement, State Health Insurance, State Group Life Insurance, Employee Assistance Program and Group Life Insurance paid by OVEC, and numerous other optional benefits.

