American Indian College Fund Job Description

March 2008
The American Indian College Fund, a national, non-profit organization headquartered in Denver is seeking a Project Coordinator..  Created in 1989 to support America’s tribal colleges and universities, the Fund undertakes various fundraising activities on behalf of the tribal colleges.

POSITION TITLE:  
Project and Tribal College Relations Coordinator
STATUS:


Full-time (non-exempt)

SUPERVISOR:


Project Officer

POSITION SUMMARY

Works closely with the Project Officer to accomplish the following: Organizes and coordinates implementation, monitors budgets, evaluates, and provides reports on projects.  Projects include special grants and non-scholarship endowment disbursements.  Communicates regarding projects to the tribal colleges and collects data from the schools such as Indian Student Count, needs of each institution, and job openings at the tribal colleges.  Incumbent will work closely with corporation, foundation, and major donor resource development staff on communications and relationships with donors in relation to projects.  This position is funded by a five-year grant.  

ESSENTIAL FUNCTIONS / RESPONSIBILITIES

· Develops activities relating to grants received including research necessary to implement project objectives, e.g. development of advisory committees, needs assessments with tribal colleges, recruitment and retention efforts, etc.

· Develops and manages timelines to meet established project objectives.  Assures milestones are on track and reporting is on time.

· Tracks and analyzes project expenses to ensure efficiency and accountability.

· Evaluates project throughout the project process and, if necessary, recommends appropriate corrective action.

· Prepares final reports for project funders.

· Takes initiative and responsibility for overall project implementation.
· Communicates all project information to the Tribal Colleges.
· Assists the Tribal Colleges with any needs and questions related to projects.
· Gathers any information from the Tribal Colleges that may be needed for project administration or that is needed as part of our operations at the Fund (i.e. scholarships, fundraising, public education).
· Travels to the Tribal Colleges as needed and within project budgets for recruiting and/or other project needs.
· Assists in development of future and ongoing project grants based on the needs of the Fund and the Tribal Colleges.
· Other administrative duties as assigned.

REQUIREMENTS

· Incumbent must be able to work independently to design and implement activities associated with grants received.

· Working knowledge of fundraising or other project management software preferred.

· Demonstrated experience with grant budget management and timelines. 

· Knowledge and demonstrated experience with community outreach or fundraising activities. 

· Excellent organizational skills and attention to detail.

· Demonstrated writing skills.  Good presentation and interpersonal communication skills. 
· Ability to work under tight deadlines and on multiple projects simultaneously, with minimum supervision.

· Attention to and ability to meet deadlines.

· Bachelor’s degree or equivalent plus one to three years of relevant experience. 

· Good computer and internet research skills.

· Must be willing to travel.

· Knowledge of grant writing process.

· Demonstrated experience working with people of diverse backgrounds, and specific experience with American Indian communities and cultures.

Additional consideration will be given to candidates with:

· Working knowledge of the tribal college system.

· Experience in higher education and American Indian issues.

Please send a letter of interest, writing sample, salary requirements and résumé to:

American Indian College Fund

Project Coordinator Search Committee

8333 Greenwood Boulevard

Denver, CO 80221

www.collegefund.org
