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Attachment III
SUFFOLK COUNTY COMMUNITY COLLEGE
Position Description for 
College Assistant Dean of Grants Development
Within the Office of Institutional Advancement, the College Assistant Dean of Grants Development provides management and coordination for grants activities at the College.  This is a full-time, 12-month position.

Duties and Responsibilities:
1. Search for grant opportunities, write and submit grant proposals that support the College’s strategic plan.

2. Foster internal and external professional collaborations which result in appropriate grant opportunities and will encourage long-term, multi-institutional grants relationships.  
3. Lend technical and editorial assistance to faculty and administrators in developing grant proposals, including consultation on project design, contact with funding sources, development and writing of proposals and technical review.  Ability to serve as or assist as a project director/principal investigator.  

4. Maintain and upgrade the College’s grants resources library and grants web pages.

5. Issue timely alerts on RFPs, funding sources and other grants opportunities. 
6. Insure that all proposals are reviewed, prior to submission, by appropriate administrators.
7. Initiate the process for the preparation of resolutions for the College Board of Trustees and the County regarding grant proposals submitted by the College, and monitor grant awards and contracts received.
8. Through the use of varied methods, keep the College community informed about the activities of the grants office including services, resources, grants under review for funding and grants awarded.
9. Act as a liaison with governmental and private funding agencies and maintain ongoing communication with them.  
10. Conduct grants training seminars and maintain a “user friendly” environment for grants initiatives.  
11. Supervise OGD support staff in the administration and management of awards received, insuring that programmatic and reporting requirements are met.

12. Perform other related assignments as directed.
Minimum Qualifications:
Relevant experience in higher education and master’s degree required, Ed.D. or Ph.D. preferred; knowledge of grantsmanship, demonstrated accomplishment and initiative in grants, and proficiency in Microsoft Office Suite applications.  
The successful applicant will be a highly organized professional with excellent written and verbal communication, interpersonal and administrative skills.  Candidates must be willing and able to travel, be detail oriented, able to successfully manage multiple priorities, willing to work flexible hours and be able to work well with a diverse constituency.


