Position Description
Grants Officer

Role
To be familiar with the QCSA Associations’ mission and the need to help find critical funds for our projects.  Under the Direction of QCSA Management Committee the person will work with relevant positions in QCSA and with a Grant Writer to identify, apply and deliver funding schemes as required.

Responsibilities
· Find and work with grant writers to help fund the QCSA nonprofit sector.
· Understand the funding resources to support existing identified grants.
· Must be capable of obtaining quotes and other requirements.
· Submit all supporting documentation to the Grant Writer or relevant authorities in a timely manner.
· Liaise and work with all relevant bodies, as required, to obtain the required information.
· Keep abreast of the priorities and focus of granting bodies and the details of eligibility requirements and to pro-actively provide timely notification to ensure compliance with funding bodies.
· Report to the QCSA Management Committee monthly.


Skill Set
· Excellent organisational and time management skills including the ability to manage varied and conflicting demands to meet deadlines.
· High level of communications skills including interpersonal, verbal and presentation skills.
· Ability to show initiative, work independently and also the ability to work cooperatively with members of the QCSA Management Committee and the Grant Writer to accomplish joint tasks and common objectives.

A meeting fee of $40 is payable to all elected chairs, positions, committee members and sub-committee members, for meetings held and attended.  

[bookmark: _Hlk216963126]End of year Hand Over - Updating key documents
At the end of each year a key activity of the Grants Officer will be to review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated Position Description must be provided to the Association secretary prior to the Annual General Meeting each year.
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