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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  GRANT ADMINISTRATOR & GOVERNMENT RELATIONS OFFICER
1.00  
GENERAL STATEMENT

1.01  
POSITION SCOPE
a. The Grant Administrator & Government Relations Officer is a dual-role position responsible for identifying, writing, managing, and administering grants while also serving as the college’s liaison to governmental agencies and elected officials. This position will play a critical role in expanding institutional funding, promoting compliance, advancing legislative priorities, and ensuring the college remains well-informed and engaged in public policy that impacts community colleges.
b. The ideal candidate will possess exceptional writing and organizational skills, a keen understanding of public policy, and the ability to build strategic relationships with stakeholders at all levels. 
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Vice President for Finance and Operations

b. Function/Category of Position:  Administrative
c. Terms of Employment:  12 months (July 1 through June 30 annually)
2.02
Supervision

a. Supervision Received:

Reports directly to the Vice President for Finance and Operations




    



2.03
Key Areas of Responsibility

a. Grant Development & Administration:
1. Research, identify, and pursue public and private grant opportunities aligned with institutional goals.

2. Write compelling grant proposals, including narratives, budgets, and supporting documentation.

3. Maintain a comprehensive grants calendar and ensure timely submission of proposals and required reports.

4. Monitor awarded grants for compliance with all funder requirements, including budget management and performance reporting.

5. Facilitate grant monitoring visits and audits.

6. Collaborate with departments to assess funding needs and align grant opportunities with institutional priorities.

7. Develop internal systems to track grant activities, deadlines, outcomes, and sustainability plans.
b. Government Relations & Policy Monitoring:
1. Serve as the primary liaison between Allen Community College and local, state, and federal government officials.
2. Track legislation and regulatory developments that may affect community colleges and advise leadership accordingly.
3. Assist the President in developing and advancing the college’s legislative agenda.
4. Coordinate advocacy efforts, including testimony, position statements, and campus visits with legislators.
5. Participate in relevant state and national organizations to stay informed on higher education policy.
6. Prepare briefing materials, reports, and summaries for the President and Board of Trustees.
c. Collaboration & Communication:
1. Work cross-functionally with finance, academic affairs, student services, and workforce development to ensure cohesive planning and execution of grants and public policy efforts.
2. Build and maintain relationships with potential and current funders, community organizations, and other partners.
3. Provide training and guidance to departments on grant development, compliance, and advocacy.
4. Represent the college at conferences, legislative hearings, and external meetings.
d. Required Qualifications:
1. Bachelor’s degree in public administration, communications, higher education, nonprofit management, or a related field.
2. Minimum of 3 years of professional experience in grant writing/administration and/or government relations.
3. Demonstrated success in securing and managing grants.
4. Strong knowledge of local, state, and federal legislative processes.
5. Excellent written and verbal communication skills.
6. Highly organized, deadline-driven, and detail-oriented.
e. Preferred Qualifications:
1. Master’s degree in a related field.
2. Experience in a higher education or public-sector environment.
3. Familiarity with federal and state reporting requirements, particularly related to community colleges.
4. Established relationships with grant-making agencies or legislative
bodies in Kansas.
f. Performance Expectations:
1. Submit a minimum of 4 grant applications quarterly, with a target success rate of 25% or higher.
2. Provide quarterly updates to the President and Cabinet on pending legislation and grant activity.
3. Build and maintain a comprehensive institutional grants database.
4. Develop and implement an annual government relations strategy, including targeted advocacy efforts.
5. Cultivate relationships with at least 10 new funding and legislative contacts in the first year.

g. Work Environment and Physical Demands:
1. This position is based on the Iola campus, with occasional travel required to Topeka, Washington D.C., and other sites for meetings and events. The role includes both office-based work and external engagement requiring flexible hours, including evenings or weekends during legislative sessions or grant deadlines.

Adopted:  June 2025
Allen Community College is committed to fostering an inclusive environment and welcomes candidates who can contribute to our institution's continued success and positive public profile.  Allen Community College is an Equal Opportunity Employer.
