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Grants and Communication Manager
Job Description
DATE:

September 2011

SUMMARY – Full Time Salaried Position
The Maine Quality Counts (QC) Grants & Communication Manager is responsible for managing and supporting the grants and contracts activities of Maine Quality Counts and directing the organization’s internal and external communications efforts.  This position reports to the QC Associate Director.

In the Grants Manager role, this person will provide oversight and management of QC staff for accounting, reporting, and other administrative functions of grants management to ensure successful execution of QC grants and contracts, and will work closely with our Financial Coordinator to ensure accurate record keeping.  The position requires a hands-on analytical, detail-oriented, self-motivated manager who is able to effectively supervise and support QC’s grant administration and contracting operations.  In this role, the Manager will identify and develop strategies to optimize the grants and contracts administration process to make it as efficient and effective as possible and work closely with QC Program Managers and QI Specialists
As the Communications Manager, this person will develop and supports an integrated communications strategy that builds awareness and support for Maine Quality Counts across a wide range of stakeholder groups, and promotes the organization’s strategic priorities.  This will include the development of a comprehensive communications plan as well as development of internal and external publications including brochures, newsletters, and an annual report.  The manager will also oversee all public relations efforts on behalf of the organization.

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

1. Undergraduate Bachelors degree required; Masters degree preferred.
2. Experience with health, research, and/or non-profit grants management and reporting.

3. Excellent project management skills with demonstrated experience in managing administrative projects with excellent organizational skills.

4. Excellent written and oral communication skills
5. Experience with email, internet, online meeting services and website administration 

6. Excellent relationship management skills and demonstrated ability to work independently and to collaborate with a team of individuals in diverse settings with a solution-oriented approach
7. Ability to confidentially provide support for relevant QC staff, while holding those staff accountable for their performance in their grant maintenance and reporting functions
8. Experience with basic financial management skills, including developing and monitoring budgets and financial reporting; managing balance sheets and income statements; and accounts receivable.

9. Ability to handle multiple projects and work well under pressure, including working with interruptions and deadlines; ability to prioritize work, meet deadlines and produce quality results on schedule with attention to detail.
10. Extensive knowledge of computer software, including the Microsoft Office Suite

11. Knowledge of Maine healthcare environment preferred.

ESSENTIAL FUNCTIONS AND PERFORMANCE EXPECTATIONS

1. Grants management 
· Develops and maintains system for tracking QC grants and contracts
· Implements database to track QC grants and contracts, and appropriate tracking and accounting procedures. 

· Establishes financial controls and systems for new grants and contracts, and works with MMA/QC administrative and finance staff to manage processing and tracking of revenue and expenses for QC grants and contract; provides oversight of fiscal operations for QC grants and contracts and work with QC Financial Coordinator to ensure accurate invoicing and record keeping. 
· Assures accuracy and integrity of the QC grants and contracts database; maintains accurate and complete electronic and hard copies of grant and contract files.
· Provides grants management training, support, and oversight of QC staff
· Works collaboratively with and serve as resource to QC staff to support grants and contracts management and reporting systems, to ensure success in meeting grant tracking and reporting requirements. 
· Works with relevant QC staff to ensure accurate month-end reconciliations for grant and contract-supported programs, and to ensure that grant objectives are being met.
· Works with relevant QC staff to coordinate periodic and final reporting for QC grants; provides support to staff to ensure compliance with reporting timelines, and to ensure that funder narrative and financial reports are complete, timely and accurate. 
· Trains new QC staff on grants management and reporting requirements.

· Provides input on development of new QC grants and contracts, and ensures compliance with QC policies and resource needs; may provide grant-writing support when indicated.
2. Integrated communications management
· Develops and supports an integrated communications effort for Maine Quality Counts that assesses the organizational needs and external environment to develop an annual communications plan that:

· Strategically positions QC  in the healthcare environment and enhances our image and brand to build stakeholder support in Maine

· Supports the goals of the organization’s strategic plan 

· Provides high quality, effective outreach and communication with all key stakeholder groups, including QC Board, current and potential Member organizations, partnering organizations, and consumers

· Develops and supports an integrated media relations program that:

· Maintains regular interfaces with all pertinent media and positions Maine Quality Counts as the “resource of choice” for key stakeholders, local media, and consumers on issues related to improving health and healthcare quality

· Prepares news releases, articles, newsletters, brochures, and radio and TV presentations and determines appropriate media and distribution techniques, including social media methods

· Maintains files, historical background, and photographs of organizational activities to support strategy development

· Provides leadership direction and education in developing and managing a comprehensive public relations program including:

· Presentations for community organizations, oversight of sponsorship opportunities and coordinate displays and special events for the public

· Government/legislative relations

· Produces and distributes, in the most cost-effective manner, all internal and external publications to support organizational communication and marketing strategies and collaborates on the QC website 

· Regularly uses research and other data to assess market position, customer needs and marketing PR, and communication strategy effectiveness.

· Maintains a professional, customer-focused, service-oriented manner, displaying and promoting respect, care and dignity for all internal and external customers; facilitates a team-oriented attitude, striving continuously for service excellence. 
WORKING CONDITIONS

· Office environment is busy, with many deadlines, simultaneous projects, interruptions and many incoming emails and calls.
· Ability to travel throughout the state

· Some flexibility to work remotely part of the time

· Normal office physical conditions with little exposure to excessive noise, dust, temperature, etc.

REPORTING RELATIONSHIPS

Reports to the QC Associate Director
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