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(Full-Time)
MULTIPLE LOCATIONS (BUTTS & JASPER COUNTY)
REQUIRED QUALIFICATIONS: 
Associate Degree in Nursing (ADN) *and* An active, unencumbered Registered Nurse (RN) license
Two (2) years of related work experience.
Demonstrated experience in program coordination, grant support, data collection, or project management.

Strong organizational skills and ability to manage multiple priorities.

Excellent written and verbal communication skills.

Proficiency with Microsoft Office applications and data management software.
PREFERRED QUALIFICATIONS: 
 
Bachelor of Science in Nursing (BSN)

Experience working with HRSA (Health Resources and Services Administration) grants or other federal grants.

Experience in higher education, workforce development, healthcare, or nursing-related programs.

Knowledge of student tracking systems such as Banner, KMS, or other enterprise reporting tools.

Experience collaborating with external partners, clinical sites, or community stakeholders.

Demonstrated experience supporting program reporting, compliance, or audit readiness.
   

JOB SUMMARY:
The HRSA Grant Coordinator provides essential support for the LPN/Paramedic-to-RN Bridge Program operating in Butts and Jasper counties. This position assists with coordinating externship placements, and collaborates with the Assistant Director of Insitutional Effectiveness and Grants in managing grant-related data, and supporting compliance with all HRSA requirements. The Coordinator serves as a key liaison among students, faculty, clinical partners, and community stakeholders. Responsibilities include maintaining accurate records, preparing documentation for reporting and audits, supporting recruitment and retention efforts, and ensuring timely communication and follow-through on grant activities. This role works closely with the Program Director to ensure effective implementation, monitoring, and sustainability of the grant-funded program.
RESPONSIBILITIES: 
Under general supervision, the HRSA Grant Coordinator supports the implementation, tracking, and reporting of grant-funded activities for the LPN/Paramedic-to-RN Bridge Program in Butts and Jasper counties. Responsibilities include:
Externship Program Coordination

· Facilitate and support externship placements for Bridge students in Butts and Jasper counties.

· Serve as the primary point of contact for students, faculty, and externship site partners.

· Maintain required documentation, scheduling, and tracking to ensure compliance with HRSA requirements.

Grant Data Collection & Monitoring

· Assist the Program Director in collecting, organizing, and reviewing key student and program data.

· Maintain accurate reports on enrollment, retention, completion progress, and externship outcomes.

· Support the monitoring of performance metrics required by HRSA and the College.

· Ensure data integrity within Banner, KMS, and other systems used for grant evaluation.

Stakeholder & Partnership Development

· Assist in building and sustaining relationships with external partners essential to program development, implementation, and long-term sustainability.

· Coordinate communication with healthcare facilities, community organizations, and workforce partners.

· Represent the program at meetings and community engagement events as needed.

Grant Reporting & Compliance Support

· Assist the Program Director in meeting HRSA reporting deadlines, including progress reports, performance measures, and documentation required for compliance.

· Maintain organized files, records, and supporting evidence for audits, evaluations, and federal reporting.

· Support ongoing monitoring activities to ensure adherence to grant objectives and federal guidelines.

General Administrative Support

· Participate in meetings, trainings, and planning sessions related to grant activities.

· Support recruitment, retention, and communication efforts for Bridge students in both counties.

· Assist in preparing presentations, summaries, and documentation for internal and external stakeholders.

· Perform other duties as assigned in support of grant operations and college initiatives.
COMPETENCIES: 
The HRSA Grant Coordinator must demonstrate strong data management and organizational skills, along with excellent interpersonal relations and customer service. Effective communication with students, faculty, and external partners is essential. The position requires skill in project coordination and consistent follow-through, as well as the ability to analyze data and prepare accurate reports. Strong problem-solving and decision-making skills are necessary, along with the ability to work both independently and collaboratively. The Coordinator must also be proficient in maintaining compliance documentation and supporting audit-ready processes.
SALARY:  
Salary commensurate with education and work experience. Benefits include paid state holidays, paid annual and sick leave and the State of Georgia Flexible Benefits Program.
SPECIAL NOTES: 
A successful criminal background check and motor vehicle screening are required for all candidates.
It shall be a condition of employment to submit to a background investigation. Offers of employment shall be conditional pending the result of the background investigation.  
Federal Law requires ID and eligibility verification prior to employment.  
All male U.S. citizens, and male aliens living in the U.S., who are ages 18 through 25, are required to register for the military draft and must present proof of Selective Service Registration upon employment.  
Applicants who need special assistance may request assistance by phoning (770)229-3454. 
Position contingent upon receiving sufficient funding. 
Applicants scheduled for interviews will be notified of the status of the position.    
Only those who are scheduled for an interview will be notified of the status of the position.   
Candidates must successfully complete a criminal background investigation and motor vehicle screening.   

This is a full-time position. This position occasionally requires longer hours and some weekend work.

The Technical College System of Georgia and its constituent Technical Colleges do not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, disabled veteran, veteran of the Vietnam Era, spouse of military member, or citizenship status (except in those special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered programs, programs financed by the federal government including any Workforce Innovation and Opportunity Act (WIOA) Title I financed programs, educational programs, and activities, including admissions, scholarships and loans, student life, and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and services.  
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