[image: image1.jpg]


Post Date: September 22, 2011

Removal Date: October 7, 2011
CITY OF GAUTIER

VACANCY ANNOUNCEMENT

POSITION:

Grants and Projects Manager

DEPARTMENT:
Economic Development Department 

HOURS:

M-Th, 7:30 A.M-5:00 P.M. 

Fri., 8:00 A.M.-12:00 noon 

SALARY:

$32,476.08 (Minimum) 

DUTIES:  This supervisory position is responsible for performing various duties to coordinate citywide grant initiatives, maximize grant funding opportunities, and assist City departments and community-based organizations in the development of grant funding. The Grants and Projects Manager supervises the Neighborhood Services Division including the Code Enforcement Officer and Neighborhood Improvement Coordinator, in order to coordinate a comprehensive approach for community development.  Responsibilities include monitoring of state legislative and committee sessions with an emphasis on grants and financial issues, coordinating grant initiatives to ensure single comprehensive proposals, coordinating City support of and/or collaboration with outside entities' grant initiatives, informing departments of grant opportunities and state and federal grant requirements and procedures, performing initial grant assessments, assisting departments and community-based organizations with grant preparation, facilitating lobbying efforts, monitoring progress, and preparing grant status reports. 

CIVIL SERVICE MINIMUM QUALIFICATIONS: Individual must have a High School Diploma or GED

equivalent; be eligible to work in the United States; an elector of the county in which he/she resides; have and maintain a valid driver’s license; and MUST be insurable by the City’s insurance company. 

MINIMUM EDUCATION AND EXPERIENCE: 

Graduation from an accredited college or university with a baccalaureate degree in a related field, and two (2) years professional experience in the development, filing and administration of public and/or private sector grant funding to include experience in the preparation of grant applications are required; or any equivalent combination of education, training and experience which provides the required knowledge, skills and abilities.  

REQUIRED DOCUMENTS: Applicant must provide proof of High School Diploma, GED equivalent, or a valid copy of his/her transcript to verify course work. If applicant is an elector of a county outside of the State of Mississippi; proof of voter registration is required.

INTERNAL APPLICANTS:
Please contact Veneice A. Barnett, Payroll Generalist at City Hall.

EXTERNAL APPLICANTS:
Apply at Gautier City Hall, 3330 Highway 90, Gautier, MS 39553 or visit us online





at www.gautier-ms.gov for instructions on how to apply.

APPROVED by:   Veneice A. Barnett
DATE: September 21, 2011
The City of Gautier is an Equal Opportunity Employer. Persons are considered for all positions without regard to race, color, sex, age, religion, national origin, veteran or handicapped status. The City of Gautier will attempt to meet any reasonable request for accommodation in the hiring process in accordance with Title II of the ADA.

GRANTS AND PROJECT MANAGER

Pay Grade: 13


Civil Service Class Designation:  Non-Competitive

NATURE OF WORK

This supervisory position is responsible for performing various duties to coordinate citywide grant initiatives, maximize grant funding opportunities, and assist City departments and community-based organizations in the development of grant funding. The Grants and Projects Manager supervises the Neighborhood Services Division including the Code Enforcement Officer and Neighborhood Improvement Coordinator, in order to coordinate a comprehensive approach for community development.  Responsibilities include monitoring of state legislative and committee sessions with an emphasis on grants and financial issues, coordinating grant initiatives to ensure single comprehensive proposals, coordinating City support of and/or collaboration with outside entities' grant initiatives, informing departments of grant opportunities and state and federal grant requirements and procedures, performing initial grant assessments, assisting departments and community-based organizations with grant preparation, facilitating lobbying efforts, monitoring progress, and preparing grant status reports. The incumbent exercises considerable independence of action and professional judgment in providing expert advice and technical assistance to City departments.  Supervision is received from the Planning and Economic Development Director who reviews work through reports and personal conferences prior to approval by the City Manager and Council.  

ILLUSTRATIVE EXAMPLES OF WORK
Researches and prepares grant applications to complement existing City financial resources and expand City services.

Keeps informed on a wide range of grant opportunities and identifies potential state and federal funding sources. 

Tracks specific legislative issues as needed. 

Determines grant requirements and performs initial grant assessment prior to transmittal to appropriate departments.

Disseminates grant information to City departments and community-based organizations.

Develops communication and rapport with state and federal officials involved in the selection of grantees and the allocation of grant funds. 

Provides training and technical assistance to departments and community-based organizations in the preparation of grant applications and proposals.

Coordinates and facilitates grant initiatives involving multiple departments.

Assists in documenting compliance with any maintenance of effort or matching requirements.

Maintains citywide grants database.

Prepares grant fiscal impact and feasibility statements.

Monitors progress and prepares grant status reports. 

Monitors progress of code enforcement and neighborhood service activities.

Performs special projects and other duties as assigned by the Planning and Economic Development Director.

REQUIRED KNOWLEDGE, ABILITIES AND SKILLS
Thorough knowledge of sources of grant funding.

Thorough knowledge of general state and federal grant requirements and procedures.

Knowledge of state legislative process.

Must have experience with grant writing and proven funding success with grant applications.

Considerable knowledge of the operational areas and functions handled by City departments.

Knowledge of computers, database and applications, and the Internet.

Ability to keep informed on changes and new developments in grant funding and applicable requirements and procedures.

Ability to deal effectively with representatives of local, state, and federal agencies and community-based organizations.

Ability to conduct training workshops and provide technical assistance in the preparation of grant applications and proposals.

Ability to facilitate and coordinate grant initiatives involving several departments. 

Ability to concentrate, perform accurately and work under stress of deadlines.

Ability to meet and deal with people tactfully and courteously.

Ability to react to change productively and handle other tasks as assigned.

Must be able to come to work promptly and regularly.

Must have and keep valid Mississippi vehicle operator's license.

Experience with community redevelopment tools and techniques preferable.

Supervisory experience preferable.

MINIMUM REQUIRED EDUCATION AND EXPERIENCE

Graduation from an accredited college or university with a baccalaureate degree in a related field, and two (2) years professional experience in the development, filing and administration of public and/or private sector grant funding to include experience in the preparation of grant applications are required; or any equivalent combination of education, training and experience which provides the required knowledge, skills and abilities.  

CIVIL SERVICE MINIMUM QUALIFICATIONS (Rule 4, Section 4.2)

For minimum qualifications established by the Mississippi Code, see Section 21-31-15.

City of Gautier

Screening Schedule

Grants and projects manager

Advertise ……………………………………………………………………………………. Sept. 22, 2011 – Oct. 7, 2011

Post …………………………………………………………………………………….…………………………….. Sept. 22, 2011

Cut-Off Date …………………………………………………………………………………………….…………... Oct. 7, 2011

Eligibility List Compiled ……………………………………………………………………………………….. Oct. 10, 2011

Applicants are to call (228) 497-2539 from 2:00 p.m. - 5:00 p.m. for Eligibility Determination
Civil Service Receives Eligibility Listing ………………………………………………………………..  Oct. 13, 2011

Interviews …………………………………………………………………………………………. Scheduled at a later date

