Job Description

Assistant Director
Major Duties and Responsibilities

Managing all foundation, corporate and other institutional grant writing activities in support of the cultural programmatic, research and outreach activities of the Center. 

Planning and management of exhibits and activities in the exhibit space of the Center;

Planning and management of visiting scholars and fellows programs, including marketing, recruitment and applicant review;

Maintaining records and filing appropriate grant reports with university offices and granting agencies;

Other 

Other duties as assigned in support of the work of the Center 

Background and Experience

Person must have:

At the time of application, a master’s degree, or Bachelor’s degree with 4-5 years experience, in any field or discipline that will allow them to successfully carry out the duties and responsibilities of the position;

Experience in an academic setting or other setting that focused on educational programs, projects and initiatives;

Experience working in or interest in a Center that focuses on and has a progressive approach to Africana histories and cultures through its programs, scholarship, research, and community outreach; 

Appropriate and demonstrated familiarity with the funding universe and a documented track record of successful proposal work over the past 3-4 years;

Experience working with basic (word processing, communications and spreadsheet) and specialized (grant tracking and management, proposal development,) software;

Experience managing small cultural projects including program, museum space, gallery space, or other similar entity.

Be student oriented and able to work in a campus environment that values and invites student participation;

Responsible, self starting, motivated and able to carry out responsibilities and duties with minimal supervision;

extremely personable and able to relate to multiple audiences;

attentive to details

capable of working in a small (5 people) office with other dedicated staff.

