







ATTACHMENT VII

Suffolk County Community College
College-wide Associate Dean of Sponsored Programs
Position Description

The college-wide Associate Dean for Sponsored Programs leads grants and contracts programs for Suffolk County Community College.  This position reports to the Vice President for Institutional Advancement.  Specific responsibilities include the following:

1. Develop, implement and manage the annual plan for the Office of Grants Development. 
2. Lead and participate in the process to identify, write, and submit all College grant proposals--foundation, corporate and government.  Also responsible for supervising submission of non-profit grant proposals through the SCC Foundation and SCC Association.
3. Coordinate management and oversight of the daily operation of the Office of Grants Development.
4. Supervise all personnel assigned to the Office of Grants Development.
5. Oversee program planning and implementation in line with the objectives established for the Office of Grants Development in support of the priorities found within the College’s strategic plan.
6. Provide leadership, management, and coordination for all pre- and post-award grants activities at the College, including federal, state and county budgets, project reports, and grants administration and compliance.  

7. Develop collaborative partnerships and foster internal and external professional collaborations, which result in appropriate long-term, multi-institutional grants.
8. Form grants development teams to develop and implement multi-year grant proposals in excess of $1 million.  

9. Collaborate with the Vice President for Institutional Advancement to develop a comprehensive sponsored programs office incorporating both capital and annual funding.  
10. Meet an annually established grants development revenue goal.  

11. Initiate and manage the annual budget process for the Office of Grants Development.
12. Perform such other related duties as directed by the Vice President for Institutional Advancement. 
Minimum Qualifications:

Career experience in higher education and master’s degree required, Ph.D. preferred; knowledge of grantsmanship, grants administration and federal state compliance matters; demonstrated accomplishment and initiative in writing and securing funded grants, and proficiency in Microsoft 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, be able to successfully manage multiple priorities and projects, be willing to work extended hours and work well with a diverse constituency.

