Job Description
Senior Manager of Grants and Compliance – Memphis Bioworks® Foundation

Memphis Bioworks® Foundation is a not for profit foundation located in Memphis TN, which brings together public, private, academic and government entities in a collaborative effort to expand existing development and commercialization of bioscience technology.  The organization targets three primary strategies to support its mission:  1) Infrastructure development through development of the UT-Baptist Research Park; 2) Entrepreneurship support for new business concepts and start-up businesses, and 3) Workforce development strategies to develop the skilled workforce necessary for emerging business sectors.
POSITION DESCRIPTION:  The Senior Manager of Grants and Compliance will work closely with the Executive Director of Grants and Compliance to identify sources of funding to support the mission and goals of Memphis Bioworks® Foundation and its affiliate entities, to assist in proposal preparation for proposals to be submitted to government funding agencies, foundations and corporations, and to collect and analyze data relative to performance of grants awarded to Memphis Bioworks® Foundation.
ESSENTIAL FUNCTIONS:

· Regularly scan notifications of funding opportunities and identify those with relevance to the mission and goals of Memphis Bioworks® Foundation.

· Conduct database searches for corporate and foundation potential funding opportunities that are relevant to the programs and projects of Memphis Bioworks® Foundation.  
· Conduct research to identify best practices to be cited in grant proposals.

· Conduct research to collect background data to be cited in grant proposals.

· Prepare proposal narratives and budget in collaboration with both internal and external project partners.

· Support the cultivation and management of relationships with program officers of foundation, corporations, government entities and agencies.
· Work with grant project directors to monitor compliance with grant operational procedures and to ensure compliance with grant deliverables and outcome goals.

· Collect and analyze programmatic data from grant project directors and assist in the preparation of grant compliance reports.
· Work closely with the Finance Department to manage and reconcile grant spending.
· Develop and maintain a grants information system containing funding sources, proposals sent, funding requested and received, time frames for grant operation, reporting requirements, and programmatic compliance elements.  

QUALIFICATIONS

1. Bachelor’s Degree 
2. Minimum of 5 years’ experience in developing funding proposals with demonstrated success in raising money from foundations, corporations and/or government entities.

3. Excellent listening skills and excellent written/verbal communications skills.
4. Working knowledge of Microsoft Office suite of computer software required plus extensive internet research capability, and the ability to design and format tables and spreadsheets.  
5. Analytical abilities and problem-solving skills.

6. Ability to work independently and collaboratively with others.

7. Sense of humor and the ability to thrive in a fast-paced environment.
SALARY
Salary commensurate with experience.  Position includes MBF benefits package.  
Send résumé and two references to:
Patricia K. Meeks (Pat)

Executive Director of Grants and Compliance

Memphis Bioworks Foundation

20 South Dudley, Suite 900

Memphis, TN  38103

or e-mail:   pmeeks@memphisbioworks.org 

website: www.memphisbioworks.org 


Memphis Bioworks Foundation is an Equal Opportunity Employer


