
Grants and Data Manager Job Description

Pay Range: $18-20 hourly Weekly Hours: Part time up to 30 Hours

Americana World Community Center’s Mission is to provide holistic services to
Louisville’s refugee, immigrant, and underserved population to build strong and healthy
families, create a safe and supportive community and help every individual realize their
potential.

Job Summary
The Grants and Data Manager is responsible for monitoring and organizing program data and data
submission from staff to generate grant applications and reports for upcoming and current grants
opportunities. Tasks include grant management, writing, and reporting, data entry and data organizing.

Primary Duties and Responsibilities
● Review, maintain, and organize a grants content library of program descriptions, objectives and

outcomes information for all Americana programs
● Review, maintain, and organize a grants timeline database to track applications and reporting

deadlines for current and upcoming grant opportunities
● Work closely with the development team to complete project narrative & budget reporting for

current and upcoming grant opportunities
● Work closely with the development team to generate quarterly  & annual reports for community

stakeholders
● Support staff with implementing data collection strategies through tools policies and procedures

of the organization
● Maintain data collection systems and work with staff to implement data collection systems
● Generate data reports to capture outcomes and outputs verifying  grant requirements are

fulfilled
● Communicate regularly with program coordinators about program data & reporting

requirements for the development team
● Contribute to coordination of major fundraising and awareness events as part of the

development team

Minimum Requirements

● Proficient in Excel, Microsoft Word & Google Suites Software
● Excellent written and verbal communication skills
● Ability to communicate effectively to diverse audiences and in a variety of contexts and to

simplify complex themes and activities into a short, compelling presentation or written piece.
● Detail oriented
● Able to work independently while having a team-oriented perspective
● Experience in prioritization, organization and handling multiple tasks and deadlines successfully
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● Strong organizational and administrative skills
● Experience in working collaboratively with other team members; Strong interpersonal skills,

cross-cultural competency
● Preference given for bilingual applicants
● Preference given for those who have completed post secondary education in the U.S. or

elsewhere

Note to Potential Candidates:

Studies have shown that women, trans, non-binary folks, and BIPOC are less likely to apply for jobs
unless they believe they meet every single one of the qualifications as described in a job description. We
are committed to building a diverse and inclusive organization, and we are interested in finding the best
candidate for the job. That candidate may be one who comes from a background less traditional to our
field of work and that's okay. We would strongly encourage you to apply, even if you don’t believe you
meet every one of the qualifications described.

Benefits
Paid Time Off (Vacation, Sick & Public Holidays)
Ability to work remotely
The pay range for this position is $18-20 hourly
Flexible work schedule

To Apply
A resume to Emilie Dyer, Executive Director, emilie@americanacc.org
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