[image: image1.png]



EMPLOYMENT OPPORTUNITIES

SEPTEMBER 2004

The Women’s Prison Association and Home, Inc. (WPA), an EOE, is a 160-year old nonprofit agency working to create opportunities for change in the lives of women prisoners, ex-prisoners and their families.  We draw strength from our history and vitality from thirteen years of consistent growth and expansion.  WPA provides programs through which women acquire life skills needed to end their involvement in the criminal justice system and to make positive, healthy choices for themselves and their families. 

We are currently recruiting for a Contracts Associate. This position coordinates the management of WPA’s contracts with government funders, including identifying appropriate public funding opportunities, preparing funding proposals, monitoring the agency’s performance of contracted services, and ensuring compliance with funders’ reporting and administrative requirements.  Collaborates with program, finance, and senior managerial staff to maximize governmental support of the agency’s services to clients, families, and communities.

Responsibilities will include (but are not limited to): 

· Identifies new government funding opportunities and assesses whether they are aligned with the agency’s mission and strategic plan; makes recommendations to the Director for Program Development and Quality Management on new funds to seek.

· Assists with the writing of proposals for new and continued government funding and coordinates all aspects of the preparation and submission process with other WPA program, fiscal, and managerial staff.

· Promotes agency-wide collaboration and coordination related to contracts by maintaining an accurate and up-to-date tracking system on contracts status, report submission, and compliance with other administrative requirements (e.g., Vendex, certificates of insurance, etc.).  

· Coordinates the preparation and submission of complete and timely reports to funders.

· Maintains the agency’s master files for government contracts and related documents.

· Acts as primary liaison with contract managers at government funding agencies.

· Oversees the completion of government funders’ surveys and requests for information.

· Coordinates and participates in site visits and audits conducted by government funders, and assists with the preparation of written responses to any site visit report findings.

· Participates in periodic meetings with program and fiscal staff on contracts’ programmatic and fiscal performance; coordinates the preparation and submission of program modifications and corrective action plans, if necessary.

· Supports the agency’s commitment to continuous quality improvement by participating in efforts to assess and to improve service delivery and administrative functions.

· Shares relevant information and collaborates with the Development Department, which oversees foundation and other private funding.
Qualifications:


· Bachelor’s degree required.

· Excellent written and oral communication skills.

· Excellent attention to detail and organizational skills.

· Knowledge of development and contract management procedures.

· Ability to meet deadlines and to prioritize multiple tasks appropriately.

· Facility with budgeting.

· Ability to work collaboratively and to facilitate the completion of team-based projects.
· Experience using Microsoft Office applications, including Word, Excel, and Outlook.

All interested candidates should forward a resume with cover letter(which includes salary requirements) no later than October 1, 2004 to:  
WOMEN’S PRISON ASSOCIATION AND HOME, INC.

HUMAN RESOURCES

347 E.10th STREET

NEW YORK, NY 10009

E-MAIL: frosado@wpaonline.org
(Word Formatted)

FAX: 212/353-0809

