
Mission Statement 
The United Way of Rutherford and Cannon Counties improves lives by advancing opportunities for education, health and financial stability for all. 

Vision Statement 
To be the primary community solutions leader for human services. 

Job Description 
United Way of South Central Tennessee 

Job Title: 
Department: 
Reports to: 
Status: 
Date Prepared: 

Director of Grants and Community Initiatives 
Collective Impact 
Vice President of Collective Impact 
Regular Full-Time Exempt 
August 2026 

POSITION SUMMARY: The Director of Grants and Community Initiatives helps advance the mission of United Way of 
South Central Tennessee through excellence, flexibility, diplomacy, and accountability. This role combines grant writing 
and grant management with community outreach, including Continuum of Care (CoC) coordination and support for the 
agency’s Community Data Collaborative, and works alongside United Way’s collective impact team on strategic initiatives, 
partnerships, community planning, and outcomes-based impact. This role spans three areas of work: grant writing, 
CoC/HMIS coordination, and data collaboration support, with the approximate time split reflected below. 

A Note on This Role 
This role draws on three different skill sets that don’t always live in the same person: persuasive grant writing under 
deadline, steady relationship, compliance, and administrative work within the Continuum of Care, and comfort working 
with data and reporting. We’re not expecting equal strength in all three, but we are looking for someone who can move 
between them, and who’s honest with us (and themselves) about which one they’ll need support growing into. 

PRIMARY DUTIES AND RESPONSIBILITIES: 

Grants Management (Approx. 60% of role) 
• Develop and implement a comprehensive grants strategy aligned with United Way’s mission and strategic goals
• Research and identify potential grant opportunities from government agencies, foundations, corporations, and

other funding sources
• Write, edit, and submit high-quality grant proposals, applications, and supporting documents
• Collaborate with program and finance staff to gather necessary information for grant applications and reports
• Maintain accurate records of all grant applications, awards, and related communications
• Develop and maintain relationships with funding sources, including foundations, government agencies, and

corporate grantmakers

Continuum of Care (CoC) & HMIS Coordination (Approx. 30% of role) 
• Serve as the Collaborative Applicant (CA) for the Continuum of Care, coordinating and managing the annual CoC

Program Competition process, including preparing and submitting the consolidated application and applying for
the planning grant and HMIS grant

• Work collaboratively with the local Continuum of Care to serve those experiencing homelessness in Rutherford
County

• Support United Way’s role as the HMIS Lead Agency, serving as the primary point of contact for the worker
contracted to carry out the day-to-day HMIS Lead functions

• Identify and collaborate with local housing stakeholders and community partners
• Represent United Way’s interests at community leadership tables and public or private convenings



Community Data Collaborative Support (Approx. 10% of role) 
• Coordinate CoC-related data needs, including HMIS extracts and Coordinated Entry data, partnering with the

HMIS Data Analyst and VP of Collective Impact to support the Community Data Collaborative’s quarterly reports
and funder-facing analyses

• Help translate CoC data into the Community Data Collaborative’s reporting and represent United Way’s role as a
data and coordination backbone in related funder and partner conversations

• Contribute the Community Data Collaborative’s long-term strategy, including its role in United Way’s broader
efforts to diversify revenue

Additional Responsibilities 
• Play a role in the development and execution of short- and long-range goals and strategies for United Way
• Promote the mission and vision of United Way
• Take on special projects and support as needed and determined by the VP of Collective Impact
• Collaborate with other departments to meet organizational and departmental goals
• Primary duties and responsibilities are not all-inclusive; employee will be asked to fulfill other duties as required

QUALIFICATIONS: To do this job well, a person needs to be able to handle each of the responsibilities below. The list 
reflects the knowledge, skills, and abilities the role calls for. Reasonable accommodations can be made for individuals 
with disabilities to perform the essential functions. 

EDUCATION AND EXPERIENCE: 
• Bachelor’s degree in a related field
• 3-5 years of experience in a related field
• Experience writing and managing grants, including government, foundation, or corporate funding sources,

preferred
• Experience with HUD Continuum of Care programs, HMIS systems, or homeless services coordination preferred

OTHER SKILLS: 
• Strong interpersonal and problem-solving skills
• Ability to communicate effectively with a diverse range of individuals
• Highly developed organizational and planning skills
• Highly developed oral and written communication skills
• Creative and detail-oriented
• Ability to handle multiple projects and tasks simultaneously
• Ability to analyze data and conduct effective research
• Proficiency in Microsoft Office
• Familiarity with HMIS platforms, data visualization tools (e.g., Power BI), or community data systems is a plus, but

not required

WORK ENVIRONMENT: Position is in an office setting that involves everyday risks or discomforts that require normal 
safety precautions. Frequent off-site meetings and events are also a component of this position 

SALARY RANGE: $58,000-$63,000 

*The above statements are intended to describe the general nature and level of work being performed by individuals in 
this position. They are not intended to be an exhaustive list of all duties, responsibilities and skills of personnel so 
classified.
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