UNITED WAY OF SOUTHEASTERN PENNSYLVANIA
Grants Coordinator
The United Way of Southeastern Pennsylvania’s mission is to improve people’s lives by mobilizing the caring power of donors, volunteers and communities.  We have an excellent opportunity for a Grants Coordinator to join our Community Impact team.  The ideal individual will be responsible for performing an array of administrative and analytical tasks, under the direction of the Associate Director, Grants Administration, in support of United Way’s Agenda for Community Solutions.  The Grants Coordinator is responsible for: ensuring grants are processed in a timely manner, tracking agency contracts, payments and submissions; and analyzing grant data to provide reports to United Way staff, volunteers and the community.
Qualifications include an Associate’s Degree in related field required, Bachelor’s Degree preferred.  At least three (3) years of administrative experience.  Education may be substituted for experience; and 

Essential Functions:

· Process grant contracts which includes: creating award letters, mailing contracts, preparing contracts for signature, returning fully executed contracts to grantees and filing contracts.

· Track contract status, grant payments, and agency submissions (audits, invoices, W-9s, etc) and perform follow-up as needed to ensure all documents have been submitted to UWSEPA in a timely manner.

· Collect and prepare invoices for approval.

· Maintain grant data including funding amounts, grantee contact information, and deliverables.

· Act as a liaison to the Finance Department in fulfilling requests for grant information and processing payments.

· Handle correspondence (written and verbal) to provide grant information to grantees and United Way staff.

· Analyze grantee data to create spreadsheets, charts, graphs and reports as needed.

· Perform data entry, research, and information gathering as needed.

· Provide back-up administrative support within the Community Impact Department as needed.

· Acquire and maintain a working knowledge of the United Way system, Community Impact Department activities, and grants administration best practices.

· Provide helpdesk support for the Regional Registry of Social Services (R2S2).

· Other duties as assigned.
Requirements:
· Associate’s degree in related field required, Bachelor’s Degree preferred.

· Minimum of three (3) years of administrative experience.  Education may be substituted for experience.

· Proficiency in Microsoft Office Applications (Word, Outlook, Access and PowerPoint);

· Advanced knowledge of Microsoft Excel;
· Knowledge of SQL, relational databases, and data mining;

· Strong verbal and written communication skills;

· Exceptional data management skills;

· Ability to handle multiple priorities under tight timeframes;

· Ability to handle and maintain confidential information;

· Ability to  learn and apply new concepts quickly;
· Confidence to be comfortable and poised when interacting with peers and all levels of management both internal and external.

· Ability to work with a wide range of people on multiple projects;

· Ability to learn multiple data systems quickly; 

· Works well independently with limited supervision.

The successful candidate will possess knowledge of SQL, relational databases, and data mining, proficient in Microsoft Applications (Word, Outlook, Access, and PowerPoint) and have advanced experience with Microsoft Excel.  S/he has strong verbal and written communication skills, can handle multiple priorities under tight timeframes; understand the importance of maintaining confidential information, and has the ability to learn and apply new concepts quickly.  In addition, the successful candidate is comfortable and poised when interacting with peers and all levels of management both internally and externally; s/he can work with a wide range of people on multiple projects; has the ability to learn multiple data systems quickly and works well independently with limited supervision.
For consideration, please respond with a cover letter and resume to:  Crystal Garland, Associate Director, HR, United Way of Southeastern PA, 1709 Benjamin Franklin Parkway, Philadelphia, PA  19103, or e-mail to:  HRC@uwsepa.org.  Resumes without a cover letter will not be considered.  No phone calls.  EOE
