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	Job title
	Grants Manager

	Reports to
	CEO


Company Description

ASSETS is an innovative and growing nonprofit organization focused on transforming communities through business, with a special emphasis on BIPOC and women-owned small businesses and start-ups. We’re a diverse team of innovators with extensive experience in entrepreneurship, social change, and economic development. ASSETS offers in-depth training and financing for entrepreneurs and works with established businesses to improve their social and environmental impact. We believe in harnessing the power of business to alleviate poverty and build vibrant and sustainable communities. 
Position Summary
ASSETS is a dynamic organization focused on helping diverse, innovative, and socially-focused entrepreneurs start and grow their businesses.  Since 1993, ASSETS has been providing training and technical assistance for entrepreneurs and in 2014, began making loans.  The Grants Manager will be a vital role in our organization, overseeing the organization’s federal, state, local, and private foundation/business grants as well as other activities supporting the fundraising function of the organization alongside the Business Development Officer. This position will play an essential part in mobilizing the funding necessary to help ASSETS continue to meet its goal of transforming our community through business. 
Primary Responsibilities 
Grants

· Write all grant applications including federal, state, and local government grants, banks, and other private foundations. These include various SBA grants, CDFI Fund, and others. Track annual timelines for many of these grants and ensure we submit on time. 

· Coordinate with the programs and finance teams to identify new funding opportunities, develop appropriate content for those applications, and ensure we make realistic commitments and raise money for legitimate needs.

· Track and manage reporting requirements on all grants and coordinate efforts from across the organization (i.e., finance, programs, and data analysis) to ensure timely and complete reporting. Plan ahead to give sufficient notice to these teams on what is required.

· Work with the finance team to inform the allocation of expenses according to grant requirements.

· Communication and relationship building with key contacts at grant making agencies.

· Research new grant opportunities that align with the strategic needs of the organization.

· Update notes in Neon (our CRM) related to grants as needed.

Sponsorships

· Track sponsorships (pro-bono or in-kind).

· Coordinate with Business Development Officer to manage the sponsorships coming in for the Social Enterprise Pitch, SheOwnsIt Forum and other events.

· Coordinate with sponsors for any material or information that we need from them.

ExtraGive Event
· Coordinate with Business Development Officer to set the financial goal for the event.

· Ensure that ASSETS is registered with the Lancaster County Community Foundation to participate.

· Maintain the GiveGab site.

· Attend any ExtraGive meetings throughout the year.

Strategy and Budget

· Together with the Business Development Officer, work with the CEO and finance team to create and finalize the annual development team expense budget.

· Provide the team with the amount development intends to receive through corporate, private, and federal grants along with any sponsorships, events, or individual donations (i.e., contributed income).
Meetings

· Manage and oversee internal development team meetings.

· Create agendas, share and track documents, assign or be the notetaker, and track action items.

· Work with the CEO to prepare for any Board Development Committee meetings and create agendas with notes.

TPC/Data 

· Work with the data team to make sure they have accurate TPC and additional tracking numbers from the Development team.

· Keep track of how we’re doing with reaching or maintaining departmental goals.

· Work with the data team for organizational information and community data that are used for grants or reporting.

Other Projects

· Work collaboratively with others on the team and senior leadership on relevant projects from time to time such as logistics for donor dinners with board members, end of year donor gifts, etc. 

· Coordinate thank you letters, write letters, and delegate as needed.
Minimum Qualifications

· Commitment to the mission and programs of ASSETS.
· High proficiency and experience with grant management, particularly at the federal level.
· Highly detail oriented.

· Able to plan ahead and manage a variety of tasks and information flows to work toward deadlines.
· Bachelor’s degree in business or accounting preferred; minimum of 2-3 years of relevant professional experience required.
· Comfortable with minimal supervision, self-motivated, and proactive.
· Overall competency in Google Apps and Microsoft Office Suite. Strong writing and communication skills.
Working Conditions
ASSETS is an office-based organization.  You may share a room with other staff, or even work in a large area alone. The work can be challenging at times with responsibilities for meeting targets and deadlines. Dress can be business casual to professional depending upon occasion. The noise level in the work environment is usually quiet to moderate.
Physical Requirements

The physical demands are typical of an office setting. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions. 
Note
This job description in no way states or implies that these are the only duties to be performed by the incumbent in this position. You will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.
Equal Opportunity Employer
ASSETS does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, gender identity, marital status, disability and genetic information, age, membership in an employee organization, or other non-merit factor.










