 NELSON COUNTY SCHOOL 
Job Description 
TITLE: COMMUNITY RELATIONS DIRECTOR/GRANT WRITER

QUALIFICATIONS: Bachelor's Degree in journalism, communications, public relations or marketing, or a bachelor’s degree in education with a minor in journalism, communications, public relations or marketing. Some newspaper, broadcast or marketing work experience is desirable. High level computer skills are required. 
REPORTS TO: Superintendent 

JOB GOALS: Enhance the image of the school district and its students and personnel. Plan, organize, execute and evaluate internal and external communications. Offer support, advice and assistance to school board members, administrators, teachers and other staff relating to communications. To seek financial opportunities for the district for the purpose of funding a variety of educational programs for students. 
PERFORMANCE RESPONSIBILITIES: 
Monitors philanthropic websites, reviews trade publications and maintains contact with state and federal agencies that offer funding opportunities. 

Adopts projects, gathers research materials, composes written documents, compiles and completes required forms, informs the school board of proposals for review, and delivers the necessary copies to funding agencies. 

Attends bidder's conferences for the purpose of reviewing potential grants with the funding agencies. Attends professional development opportunities.
Conducts meetings with instructors and administrators within the district for whom the grants will be written. 

Maintains an organized library of submitted grants, both funded and unfunded, for the purpose of research and the potential to resubmit. 

Notifies all principals in the district of potential funding opportunities, matching those grants with the particular needs for each building. 

Serves as the district School Report Card contact. 

Submits award nominations for the school district, both state and federal. 

Provides articles of interest for "Our Nelson County Schools" or other publications as needed. 

Designs brochures or other informational documents for the district. 
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Serves as a resource to the Nelson County Education Endowment Fund. 

Designs and maintains the district’s school closings Web site.

Provides a liaise with local media representatives.

Conducts research, as necessary.

Writes, proofreads, and edits district publications and communications as requested.

Develops audio-visual presentations as necessary.

Writes scripts and speeches as necessary.

Keeps abreast of current affairs, government policy and local issues as they relate to education.

Performs other duties as assigned 

Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the 

Superintendent. 
ABILITY TO: Perform as a leader such that student achievement is maximized through available grants and student achievement is recognized through media.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined.
