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Position Description

TITLE: SCHOLARSHIPS & GRANTS COORDINATOR
WORKING HOURS: Full-Time | 8:00 AM – 5:00 PM 
REPORTS TO: Director of Scholarships & Grants
CLASSIFICATION: Salary | Exempt

Summary: The Scholarships & Grants Coordinator will play a key role in the scholarships and grants processes at the Community Foundation of Northeast Alabama (CFNEA). This position will assist in managing multiple processes, tasks, and projects, working independently and collaboratively. This position has the potential to advance within the Foundation as opportunities arise. This is an in office position. 
Primary Responsibilities

Program Coordination (Scholarships & Grants)
· Facilitate the end-to-end application process, review submissions for completeness and eligibility prior to committee evaluation.
· Create and maintain physical and digital recipient files; track historical data, funding amounts, and contact information within Foundant software.
· Monitor follow-up requirements, including the review of progress and expenditure reports to ensure IRS and National Standards compliance.

Data & Administrative Management
· Maintain accurate database records and ensure adherence to the Foundation’s record retention policies.
· Manage front desk operations, providing a professional and welcoming first point of contact for all visitors and inquiries.
· Update the Foundation website with current scholarship and grant opportunities.
· Assist the External Relations, Front Desk Coordinator with attending the front desk.

Communications & Events
· Assist in creating publications and marketing materials; contribute articles and photography for Foundation updates.
· Collaborate with staff to plan and execute scholarship receptions, seminars, board meetings, and the annual partnership banquet.
Qualifications
Education: Associate’s or Bachelor’s degree required (Business, English, Management, Social Services, Hospitality, or related field). Must be able to pass a drug test and criminal background check.

Experience: 
• Prior Experience in administration, front desk, customer relations, professional boards and volunteers, and non-profits preferred.
	
Skills and Abilities:
• Exceptional attention to detail — accuracy is non-negotiable.
• Strong task management and follow-through with the ability to support multiple priorities reliably with minimal guidance.
• Warm, professional presence suited for public contact and front-facing work.
• Strong written and verbal communication skills, including proofreading.
• Proficient in Microsoft Office Suite, social media platforms, and adaptable to new digital tools.
• Sound judgment, discretion, and confidentiality. 
• Model the Foundation’s values
• Comfortable working on their feet; able to lift up to 20 pounds and work extended hours as needed.

Physical Requirements & Working Conditions
• Must possess a valid driver’s license, Insurance and reliable transportation for local travel.
• Ability to perform standard office tasks, including keyboarding, filing, and occasional heavy lifting for event set up and breakdown
• Flexibility to work occasional evenings or weekends for Board meetings or special events.

Other Duties

This position description is not intended to be all-inclusive. The Scholarships and Grants Coordinator may perform other duties as assigned to meet organizational needs.

We're an equal opportunity employer. All applicants will be considered for employment without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran or disability status.
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