RICHLAND COUNTY FOUNDATION

JOB DESRIPTION

Position Title:


Community Investment Officer
Position Supervisor:

President/CEO

PURPOSE OF POSITION: The Community Investment Officer works closely with the Senior Community Investment Officer, working in all aspects to include, but not limited to leadership initiatives, grant management and donor advisor stewardship. The community investment officer, along with the Senior Community Investment Officer serves as a liaison with the nonprofit community, and works with diverse people and organizations.
The position is responsible for sustaining long-term relationships with current and new fund holders to maximize their philanthropic participation with the Foundation, encourage increased charitable giving, and enhance the impact of their grant making in the community. The Community Investment Officer conducts research on issues of concern and focus, and represents the Foundation at nonprofit and community events. The Community Investment officer will develop and maintain adequate resource files for program areas.

Leadership and Strategic Initiatives

· Assist the Senior Community Investment Officer in research, community engagement and responsive grant making activities.
· Coordinate Summertime Kids, Teacher Assistance Program, Connections, and Women’s Fund grant processes.
· Manage the Scholarship process

· Coordinate grant writing workshops

· Special projects as required

Grant Making

· Maintain a high level of personal expertise in community topic issue areas
· Coordinate site visits and donor advised meetings

· Stay informed about, and follows up as necessary on, current grant/grantee related issues.

· Produce donor-requested grant research and analysis

· Attend public meetings and events to develop and maintain organizational visibility and accessibility for grantees and potential grant-seekers as requested.

General

· Coordinate and input grant information into FIMS
· Review and track grantee requirements and reports for multi-year grants
· Other duties as assigned by the President

DESIRED SKILLS AND CHARACTERISTICS: Outstanding verbal and written communication skills; strong interpersonal skills; planning, analytical abilities with computers, database software, and Microsoft Office; ability to handle multiple tasks simultaneously; flexible; comfortable in working with people of all backgrounds; keen desire for excellence and accuracy, self-starter; passion and vision in regard to creating a stronger and sustainable community; knowledge of civic engagement issues; a high degree of confidentiality and strong time management skills.
MINIMUM EXPERIENCE: Bachelor’s degree or requisite experience as a grant maker or grant seeker; work with donor services or nonprofit agencies.
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