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	Title
	Vice President, Grants & Services
	Reports To
	SVP, Community Investment

	Department
	Grants & Services
	Classification
	Exempt


	Job Summary

General statement regarding the overall function, scope and purpose of the work to be performed.


The Vice President of Grants & Services has direct responsibility and oversight for ASC’s investments in cultural and community organizations, creative individuals, and programs and services designed to increase the capacity of the Charlotte-Mecklenburg cultural community to serve local residents and visitors. Core responsibilities include planning, design and implementation of ASC’s investment strategy for grant programs, leading capacity building efforts, overseeing ASC’s Culture Blocks Program, policy development, departmental budget development and oversight, and fiscal accountability in accordance with ASC’s mission, vision and values as set by the Board. 
The VP, Grants & Services serves as a key Relationship Manager for funded partners and community initiatives, and as such, the position is highly visible in the community. The individual in this role is expected to develop and maintain variety of relationships relevant to ASC’s strategic direction and maintain a strong knowledge base of current trends, activities and changes within the community at-large. This individual is a highly organized, self-directed strategic thinker who effectively develops and manages assigned operational processes from start to completion; solving problems and creating efficiencies. This role also develops cooperative and productive relationships with staff, funded partners and volunteers for the purpose of ongoing monitoring, evaluation and management. She/he is deadline driven with the ability to produce required deliverables under pressure and tight time constraints. 

	Responsibilities/Duties/Functions/Tasks
List the duties and functions essential to the successful performance of the job. 


· Overall responsibility for planning, design and oversight of grantmaking, capacity building and service delivery strategies. 
· Design, maintenance and oversight of workflow processes and procedures for ASC funding programs including, but not limited to: Operating Support, Cultural Vision Grants, Technical Assistance and Professional Development Scholarship Grants, Regional Artist Project Grants, Creative Renewal Fellowships, Culture Blocks and Other Programs as Approved by ASC Board of Directors.
· Design and manage review and awards processes for all ASC grant programs including panel recruitment to engage diverse and knowledgeable volunteer and peer panelists. 
· Oversee the maintenance of quantitative and qualitative data, including the collection of ASC grantee statistics and appropriate impact-related data for other programs and services. 

· Provide assistance, advice, counsel and interpretation of ASC policies governing grants and services, including making general presentations to groups of funded partner and nonprofit organizations.
· Conceptualize and deliver an effective system for technical support and capacity building services for creative individuals, professional staff and volunteers of cultural organizations.
· Oversee ASC’s Culture Blocks program, an initiative funded by Mecklenburg County designed to connect residents with cultural programming that speaks to their interests and occurs close to where they live.
· Develop and maintain good relations with staff and board of area cultural organizations, ASC grantees, creative individuals, community and civic leaders, public sector partners, volunteers, media and the general public.

· Hire, manage, and evaluate the performance of the Program Director, G&S, Program Coordinator, G&S, Program Director, Cultural Blocks and Program Specialist, Culture Blocks.
· Serve on ASC leadership team to assist in setting and implementing organizational strategy, plans and policies established by the Board and provide support for Community Investment Committee in partnership with SVP, Community Investment. 
· Develop and monitor departmental and/or project budgets including authorization of expenditures within approved budgets.

· Represent ASC on local and regional projects and community efforts.

· Represent ASC in a leadership role at national and state-wide professional meetings.

· Perform other duties as apparent or assigned by the SVP, Community Investment.
	Qualifications

List the requirements or minimum qualifications needed to perform the essential duties of the job. Should include minimum educational and experience qualifications, required skills, specialized knowledge, computer proficiencies, and required certifications.


· This position requires an industry related Bachelor’s degree, graduate degree preferred, and 7-10 years of experience in nonprofit administration.
· Mastery of communication and relationship building skills – listening/negotiating/ facilitating and interacting with all levels of staff, volunteers, donors and community representatives.

· Independent and cooperative problem solving, decision making and proactive strategic thinking skills.

· Solid planning and organizational skills with high attention to detail, accuracy, protocol and deadlines.

· Excellent writing ability that is clear, concise and analytic in style. 

· Effective managerial, project management and customer service skills, with the ability to oversee and prioritize multiple projects and effectively manage work flow to meet deadlines.

· High level of flexibility and responsiveness with the ability to shift priorities quickly and as organizational demands require.

· Ability to take initiative and develop solutions quickly and effectively.

· High level of discretion in maintaining confidentiality of sensitive materials and issues. 

· Demonstrated experience in formulating and implementing policies and procedures.

· Advanced presentation skills with the ability to lead meetings, discussions and direct them to a reasonable conclusion.

· Commitment to service excellence and added value.

· Ability to review complex narratives and proposals, analyze data sets, and evaluate program budgets and financial statements to make recommendations consistent with ASC’s philosophy, culture, standards and policies.

· Ability to master and utilize database and tracking systems for tracking grant processes, results and outcomes required. Understanding of relational databases and/or database management experience highly desirable.
· Adept at Microsoft Office Suite – Word, PowerPoint, Excel, Outlook.

Environment
Describe the work environment and physical requirements of the position.
· Position will have work space in the ASC office.

· Work is performed in a fast-paced office environment with frequent interruptions from phone calls and conversation.

· Attendance and participation at events and activities throughout the cultural community will be expected from time-to-time outside of normal office hours and on weekends.
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