SEXUAL ASSAULT CENTER

Position:	Statewide Training Project Administrator 

Purpose:	Statewide Training Project Administrator is a 40 hour a week position that supports the Statewide Training Team in providing training and technical assistance to sexual assault service providers. The Project Administrator will be responsible for providing administrative support, project compliance and grants management (STOP/VOCA) for the Statewide Training Team.  

Reports To:	Statewide Training Director

Major Duties: 

· Maintain knowledge of grant policies and regulations. 
· Collect and submit detailed documentation for all grant-related expenses.
· Work collaboratively with Training Director and Finance Department to monitor grant spending and balances according to the grant budget. 
· Participate in preparing documentation for grant proposals and quarterly/annual reporting. 
· Develop, maintain and monitor statewide training documents and data. 
· Conduct research on annual statistics, current trends and other topics as requested by Training Director to support development of statewide training content and grant proposals. 
· Support outreach and marketing initiatives in collaboration with Training Director and Training Specialists. 
· Coordinate training and travel logistics for training sessions and annual conference.
· Participate in the planning and execution of annual Statewide Sexual Assault Training Conference.
· Secure CEU’s for training sessions and annual conference. 
· Perform other duties as assigned.

Education Requirements:  Minimum of a Bachelor’s degree in social work, business, accounting or related field. Previous administrative experience and knowledge of non-profits preferred.  

Qualifications 
· Familiarity with grant management, policies and regulations preferred.  
· Knowledge of sexual assault dynamics and issues; possesses a comfort level with openly discussing the issues in a variety of formats.

Competencies:  
· Must be pro-active, enthusiastic and communicative. 
· Must be able to balance structure and flexibility in keeping up with changing scopes of project work. 
· Excellent problem solving skills. 
· Proficient in Microsoft Office Suite - particularly Excel! 
· Organized, detail oriented, and flexible.
· Able to identify and respond to shifting priorities.
· Utilizes good judgement to navigate uncertainty and conflict.



Please submit resume and cover letter to:
Earnestine Sangster, HR Manager
humanresources@sacenter.org 

The Sexual Assault Center is committed to building a diverse staff and strongly encourages applications from candidates of color and other prioritized populations.
The salary for this position is $40,000.
S.A.C. values diversity and inclusivity.   We welcome all applicants regardless of race, color, national origin, age, gender, gender identity, sexual orientation, culture, ethnicity, religious and spiritual beliefs or practices, political views or affiliations, and abilities.   
S.A.C. is an Equal Employment Opportunity employer.  
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