CITY OF LOWELL
Job Description
Please Post ~July 11, 2008
Deadline ~ July 17, 2008
Career Center of Lowell

Job Title: Grant Specialist - Grant Funded position

Department: GLWIB: CareerCenterof Lowell

Reports To: GLWIB Director

Salary: $36,500.00 (min) to $40,404.00 (max) - 35 hrsper week
SUMMARY

Theprimaryresponsibilityof the positionis theresearchpreparatiorand oversightof grant
proposalsto supportandsustainthe objectivesof the GLWIB. This individual will research
availablepublicandprivategrantsfor theeducationemploymenandworkforce
developmenneedsof theregion;Assistin the preparatiorof requesfor proposalsreview of
suchproposalsPreparenotices correspondencinewsletterspressreleaseandother
materialsto promotetheagencieprojects.

ESSENTIAL DUTIESAND RESPONSIBILITIES includethefollowing. Otherduties
may beassigned.

Researctandidentifiesavailablegrantopportunitiesfor workforcedevelopmenprojects.
Conductsthe necessarresearctor preparincgrantapplicationsandpreliminarygrant
managemeniAssistswith thegrantmanagemenimplementationmonitoringandcloseouts.
Insuregrantapplicationsare properlypreparecandrequirements/deadlineare met.
PreparestheappropriatecorrespondenceContact,conveneandcoordinatemeetings<of
appropriateccommunityagenciesmunicipalandstatedepartmentnecessarin therequired
partnership:.of eachapplication.

AssistsGLWIB Directorwith activitiesandmeetingsattendsall WIB meetingsattend
meetingsin the Director'sabsencewvhennecessary.

Reviewsapplicantionssubmittecfor WIB approval.

Preparewritten communication:in theform of newsletterspressrelease:andinformation
ontheWIB website.

Performsotherrelateddutiesasassigned.

COST ALLOCATION CLASSIFICATION Thepersoroccupyingthis positionmust
documenandbeableto supportappropriateallocationof theirtime. Theguidelinesto be
followed shallbetheallocationplan of the City of Lowell/CareerCenterof Lowell.

QUALIFICATIONS To performthis job successfullyanindividual mustbe ableto
performeachessentiaduty satisfactorily Therequirementlisted below arerepresentative
of theknowledge skill, and/orability required.Reasonablaccommodationmaybe made
to enableindividualswith disabilitiesto performthe essentiafunctions.

EDUCATION and/or EXPERIENCE Knowledgeof federalandstategrantprograms
required;Bachelor'sDegreein Public Administration,Political Science Planning,Technical
Writing or relatedfield required;2 - 3 yearsgrantwriting experience.Experiencemay be
substitutecfor education.Excellentcommunicatiorskills (written, oralandpublic
speaking).



LANGUAGE SKILLSE Ability to read,analyzeandinterpretgenerabusinessperiodicals,
professionajournals,technicalproceduresor governmentaregulations.Ability to write
routinereports businesscorrespondencandproceduremanuals. Ability to effectively
preseninformationandresponcto questionsandgroupsof managersclients,customers,
andthegeneralpublic.

MATHEMATICAL SKILLSE Ability to applyconceptssuchasfractions,percentages,
ratios,andproportionsto practicalsituations.

REASONING ABILITY Ability to solvepracticalproblemsanddealwith a varietyof
concretevariablesin situationswhereonly limited standardizatioliexists.Ability to interpret
avarietyof instructionsfurnishedin written, oral, diagram,or scheduleform.

CERTIFICATES, LICENSES, REGISTRATIONS Valid driver'slicensewith good
driving historyrequired.

PHYSICAL DEMANDS Thephysicaldemand:describecherearerepresentativof those
thatmustbe metby anemployeeto successfullyperformthe essentiafunctionsof this job.
Reasonablaccommodationmay be madeto enableindividualswith disabilitiesto perform
theessentiafunctions.

While performingthe dutiesof this job, the employeeis occasionallyrequiredto stand;
walk; sit; usehandsto finger, handleor feel; reachwith handsandarms;stoop kneel,
crouch,or crawl; andtalk or hear. Theemployeemustoccasionallylift and/ormoveup to
25 pounds. Specificvision abilities requiredby this job includeclosevision, distance
vision, color vision, peripheravision, depthperceptionandability to adjustfocus.

WORK ENVIRONMENT Thework environmenicharacteristicdescribechereare
representativof thoseanemployeeencounterwhile performingthe essentiafunctionsof
this job. Reasonablaccommodationmay be madeto enableindividualswith disabilitiesto
performthe essentiafunctions.

While performingthe dutiesof this job, the employeeis occasionallyexposecto risk of
electricalshock(electricaloutlets). Thenoiselevelin thework environmeniis usually
moderate.

The City of Lowell is a smokeanddrugfree employerandrequiresa physicalwith drug
screerand CORI, postoffer.

Qualified individuals send resume and/or application to the Human Relations Office, Rm
19 City Hall, Lowell, MA 01852 by 4:00 PM: Deadline ~ Thursday, July 17, 2008 or
FAX: 978-446-7102 or Email: Kcheney@ci.lowell.ma.us EOE/AA/504 Employer
S:\Career ~1\Grantwrt.jbx



