@GLASA

AT LAKES ADAPTIVE SPORTS ASSOCIATION

Job Opportunity: Grants and Program Evaluation Coordinator

Great Lakes Adaptive Sports Association (GLASA) strives to ‘Let No One Sit on the Sidelines’ and
operates under a mission to promote and support the optimal development and well-being of
youth, adults, and military veterans who have a physical or visual disability through the
provision of inclusive recreation, fitness, and competitive sports activities. GLASA offers
opportunities for empowerment through education, leadership and training in collaboration
with community-based organizations.

The Grants and Program Evaluation Coordinator is a full-time position, reporting to the
Executive Director and collaborating with the Development, Accounting, and Program
departments to secure the support of foundation, corporate, and government funders.

Primary responsibilities include coordinating the full grants portfolio, overseeing grant
application and reporting deadlines, assessing eligibility for new sources of funding, and
completing the grant submission processes, including the composition, packaging, presentation,
and follow-up for each request. Additionally, collect, organize, and analyze program evaluation
data related to the execution of GLASA’s programming and overall mission, in an effort to
demonstrate impact to funders.

Successful candidates will work well both independently and as part of a team, possess
excellent time management skills, and display a thorough attention to detail.

Duties and Responsibilities:

e Manage GLASA’s grants calendar and entire grants portfolio. Research new funding
sources, assess eligibility for funding, submit letters of intent, and prepare proposals.
Assure that all deadlines are met and high-quality proposals are submitted.

e Coordinate fulfillment of institutional grant agreements with donors and staff, ensuring
proper recognition, fund allocation, and program metrics are met.

e In collaboration with Accounting, provide budget projections and actual financial results
for grant proposals and follow up reporting.

e  Work with Development, Accounting, and Program to gather pertinent grant
information including budgets, program descriptions, program attendance numbers,
evaluation data, success stories, and other documentation.

e Work with Program Directors to centralize program registration and program evaluation
data. Utilize CRM database functionality to run reports and track statistics.
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e Facilitate program evaluation data collection processes. Compile participant data to
demonstrate program impacts and showcase impacts to funders and supports. Support
the creation of the Annual Report and provide support for newsletters and other
external communications.

e Support GLASA’s Development Director in implementing GLASA’s larger fundraising
efforts, including the annual gala, the charity marathon team, and other fundraising
special events.

e Represent GLASA at external events in the nonprofit community.

Requirements:

e Bachelor’s degree or equivalent experience preferred. Two years of experience in Grant
Writing or Development is required.

e High-level organizational skills with attention to detail

e Excellent written and verbal communication capability

e Ability to be self-directed and work independently in a fast-paced work environment

e Capacity to effectively prioritize and manage multiple tasks simultaneously

e Experience with Microsoft Outlook, Word, and Excel required; experience with CRM
database software and other technology strongly preferred

Instructions to Apply: To apply, please submit a resume, cover letter, and two writing samples
to info@glasa.org
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