Kosciusko County Community Foundation, Inc.
Job Description
Title: Vice President of Programs
Reports to: CEO

Principle Responsibilities:

I. Management of grant programs
II. Management of scholarship programs
III. Management of special community initiatives
IV. Maintain and build relationships with donors assigned
V. Provide staff back-up during planned or unplanned staff absences

Management of grant programs:

1. Oversee all competitive grant programs, including review of grant applications, grantee site visits, attending committee meetings, etc.
2. Facilitate and coordinate one or more of the Community Foundation’s grant programs, serving as the lead staff person for this program. Lead grant meetings. Communicate with grant committee members, applicants, and recipients. Ensure grant correspondence and reporting are completed in a timely fashion.
3. Draft, edit, and recommend grant policies for committee and board consideration as needed. Draft, edit, and recommend grant procedures for the CEO’s consideration as needed.
4. Develop and implement processes to evaluate the effectiveness of our grantmaking.
5. Supervise, train, and help evaluate grant program staff.
6. Effectively cultivate relationships and trust with grant seekers.
7. Facilitate vendor relationships in the grant program area (for example: software, technology) and serve as lead staff person to work with vendors regarding technical assistance, upgrades, purchases, etc.

Management of scholarship programs:

1. Supervise and help evaluate scholarship program staff.
2. Understand and be able to implement scholarship application and review technologies and procedures.
3. Serve as an ambassador in the community to build awareness of scholarship opportunities.
4. Represent the Community Foundation at scholarship award presentations.
5. Recruit scholarship volunteers.
6. Facilitate vendor relationships in the scholarship program area (for example: software, technology).

Management of special community initiatives:

1. Conduct or collect research relative to strategic priority areas identified by the Board. Help present data and information regarding those priorities to the staff and Board.
2. Convene and facilitate committees, task forces, or ad hoc groups around strategic priority areas as needed.
3. Manage special grant initiative processes including creation of applications and the review, award, and evaluation of those grants.
4. Report to the CEO and Board updates regarding the Foundation’s work in strategic priority areas.

Maintain and build relationships with donors assigned
1. Communicate with donor advisors about special grant recommendation opportunities.
2. Facilitate regular meetings with specific donor-related grant committees as assigned by the CEO.
3. Manage donor-related grant processes including the application, review, award and evaluation of those grants, as assigned by the CEO.

Provide staff back-up during staff absences and periods of high work volume
1. Continually cross-train in the areas of program, finance, development, and executive leadership as assigned by the CEO so that back-up can be provided to those positions due to a staff absence or high volumes of work in a particular area.

Job Requirements & Qualifications:
Requirements:
1. Strong verbal and written communication skills, including speaking, facilitating and presentation skills.
2. Strong organizational skills.
3. Strong leadership and management skills. Ability to effectively serve, lead and motivate staff.
4. Ability to work well with all aspects of the public including but not limited to donors, grantees, volunteers, consultants, vendors and community leaders.
5. Demonstrated ability to reflect and maintain the Community Foundation’s values including professional integrity and trustworthiness.
6. Demonstrated ability to manage multiple projects simultaneously. 
7. Proficiency in Microsoft Office software and the ability to learn specific software and technology used by the Foundation.

Qualifications:
1. Minimum of Bachelor’s degree in business, human resources, non-profit management, project management, organizational leadership, or related field.
2. Minimum of three years of supervisory experience in a professional capacity.
3. Valid driver’s license.


Physical/Mental Requirements & Working Conditions
Individuals may not pose a direct threat or significant risk to the health and safety to themselves or others and must be able to meet the following requirements with or without reasonable accommodation:
1. Quiet to moderate indoor smoke-free environment.
2. Ability to operate personal computer for 4-8 hours per day.
3. Ability to operate basic office equipment (printers, copiers, phones, computers, projectors, conferencing equipment).
4. Attention to detail, working with minimal supervision and flexible to adjust to workloads and deadlines.
5. Ability to effectively communicate in the English language.

Hours: Generally, Monday-Friday from 8:00 a.m. to 4:30 p.m., but evening and weekend hours will sometimes be required.

Position Grading: Salaried, Exempt

