COMMUNITY SERVICES RESOURCE DEVELOPER

Classification Description - Pierce County

Page 2

[image: image1.wmf]Pierce County





         Classification Description

COMMUNITY SERVICES RESOURCE DEVELOPER
Department:
Community Services






FLSA: Non-Exempt
Job Class #:  
333100







Represented: No
Pay Range:
0K07
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION

This is responsible, professional work in the Community Services Department.  Employees in this classification have the responsibility to research, develop and write grant applications, perform a wide variety of planning functions and assist in the implementation of Community and Economic Development activities.   Work involves coordination with the Department of Community Services Director and management team to identify and develop grant applications, design, review and implement a variety of planning projects as well as service to various Boards and Commissions in conjunction with the Department’s mission and goals. The employee must use considerable independent judgement and initiative in performing the duties of the position.  An employee in this class works under the general direction and supervision of the Director or their designee, who reviews the work through conferences, observation and by overall evaluation of results obtained.

ESSENTIAL FUNCTIONS

Outlines objectives and strategies; provides grant and budget requirements; planning and program information to administration and program managers/coordinators; then researches, develops and writes actual grant applications and develops, executes, updates and/or refines plans for Community Service’s projects and activities.

Reviews grants prior to submission to external funding sources and facilitates necessary review of grant documents and project planning activities; interprets regulations and guidelines to ensure application and project compliance with various codes, plans, and standards.

Coordinates internal grant-making activities including mini/maxi grants; seeks new funding opportunities through research, including regular review of Federal Register and other appropriate grant journals/sources, community resources, and public contact.  Develops and implements a guide for funding resources with emphasis on services for low income clients.

Assists administration in the maintenance of grant-related records and information, including grant activity, submissions and awards; maintains demographic information and statistical data necessary for development of grant applications.

Collects, compiles, evaluates and disseminates data and information related to social and economic trends, population characteristics, geographic characteristics and capital investments.

Prepares special studies, writes reports, conducts surveys, compiles and evaluates statistical information relating to grant writing and future planning activities.

Participates in various groups, committees, and advisory boards to represent Pierce County's Community Service’s program and to accomplish mutual objectives. Facilitates collaborations with various county and local non-profit agencies to strengthen grant applications.

Provides training and technical assistance to staff on grant seeking and preparation techniques; assists department with implementation of Community Services programs and activities; and provides technical assistance to public, contractors, and community-based organizations.

OTHER JOB FUNCTIONS

Performs other job functions as assigned.

KNOWLEDGE, SKILLS AND ABILITIES 

Extensive knowledge of and ability to fully utilize computer programs and applications for the storage and manipulation of data, including on-line programs.

Considerable knowledge of grant writing and monitoring.

Considerable knowledge of social service and community-based agencies, programs, and service providers.

Knowledge of and ability to conduct complex research, synthesize data, apply statistical analysis, and implement the principals of program planning, organization and management.

Knowledge of funding source availability and appropriate selection.

Knowledge of needs of low-income persons and the resources to fulfill those needs.

Knowledge and skill in the presentation of training materials and related workshops.

Considerable ability to work under pressure and meet established deadlines.

Ability to demonstrate particularly exceptional writing and communication skills.

Ability to be self-initiating and work with little direction.

Ability to prepare detailed plans and assessment criteria.

Ability to interpret federal, state and local regulations.

Ability to establish and maintain cooperative and effective working relationships with staff, social service agencies, and the general public.

Ability to effectively coordinate, perform, and complete multiple duties and assignments concurrently and in a timely manner.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Graduation from a four-year college or university with major coursework in the humanities, business or public administration, planning, or closely related field and three or more years of experience in resource development, grant writing, and social services.  Additional education or experience may substitute for the recruitment requirements.  Possession of, or the ability to obtain a valid Washington State Driver’s License.
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