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	JOB DESCRIPTION	

JOB TITLE: Technology Grant Writer/Administrator   

	Qualifications: 

· WV Professional Teaching Certificate 
· Current Professional Grant County Schools’ Employees preferred 
· Grant Writing Experience Preferred 
· Additional Minimum Requirements: Applicants who have recent unsatisfactory evaluations will not be considered eligible for consideration; applicants who demonstrate unsatisfactory interview performance are not eligible for consideration; and, applicants who receive unfavorable reference recommendations will not be eligible for consideration.
· Additional Minimum Requirements for Applicants Not Currently Employed: Applicants who have been dismissed or who have had their contracts non-renewed for cause by another school district are not eligible for consideration; 
· The ability to perform the job duties and responsibilities of the position as contained in the Job Description, with or without reasonable accommodation
Reports to: Director of Technology 


	Duties/Responsibilities: 

· Facilitates, reviews, and edits grant proposals; conducts research; compiles data; inputs and retrieves data.
· Conducts research on potential funding sources; maintains contact with external agencies. 
· Maintains comprehensive knowledge of particular areas involved in identifying and soliciting grants; may collaborate with various internal departments. 
· May coordinate project activities; prepares and processes letters and correspondence, presentation materials, and manuscripts; maintains funding opportunity databases, activity tracking system, and related confidential files. 
· Administer Grant funds by ensuring thorough and efficient expenditures as detailed in the Grant Application;
· Oversee planning and implementation of the Grant Project;
· Coordinate/plan/conduct workshops for teachers with emphasis on Educational Standards and available digital resources;
· Coordinate/plan/conduct workshops for parents aimed to support student use of available digital resources;
· Collaborate with School Level Coordinators to ensure meaningful workshops for teachers and parents;
· Serve as a resource in advising administrators, teachers, and other professional personnel as it relates to online resources;
· Develop/update/manage webpages for teacher resources and parent resources;
· Prepare monthly reports as outlined in the Grant requirements;
· [bookmark: _GoBack]Evaluate the effectiveness of the Grant Project through use of surveys and other means;
· Performs other duties as assigned by supervisor and or required by terms of grant(s) received. 
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