SOPHIA BROWN

PROFESSIONAL SUMMARY

Accomplished Grants Specialist with 7 years of experience in securing
and overseeing funding for diverse initiatives. Expertise in grant
writing, compliance management, and stakeholder collaboration.
Proven ability to analyze funding trends and develop strategic
proposals that align with organizational missions. Passionate about
enhancing community impact through effective grant management.

WORK EXPERIENCE

Grants Specialist & Jan / 2021-Ongoing
K Denver, CO

pa—

. Provided comprehensive financial and administrative support for

grant proposals, ensuring compliance with federal regulations.

2. Reviewed and modified grant agreements in accordance with OMB
Circulars, facilitating timely approvals.

3. Led collaborative efforts in proposal development, enhancing team
dynamics and proposal quality.

4. Analyzed RFPs for compliance, ensuring that proposals met all
regulatory requirements.

5. Collected and analyzed metrics to evaluate proposal outcomes,
informing strategic adjustments.

6. Prepared detailed quarterly reports on proposal trends and
outcomes, advising senior management on improvement
strategies.

7. Communicated effectively with stakeholders to gather insights and

enhance grant processes.

Grants Specialist £ Jan / 2018-Jan / 2021
K Portland, OR

j—

. Established strategic goals and objectives for grant projects in
collaboration with the board and project directors.

2. Oversaw proposal submissions and assessments for grants and
contracts, ensuring adherence to budgetary constraints.

3. Managed financial workflows, including travel reimbursements and
procurement card transactions.

4. Generated detailed reports on departmental grants, ensuring
funding for key educational initiatives.

5. Researched and secured multiple grants for community

development projects in transportation and housing.

EDUCATION

Master of Public Administration & Jan [ 2015-Jan / 2018
X Portland, OR

Focused on public policy, grant management, and nonprofit
administration.
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SKILLS

Technical Proposal Writing

Content Development and Editing

Volunteer Coordination and Management

Grant Proposal Review

Microsoft Office Suite Proficiency

INTERESTS
Podcasts Language Learning
Dancing Cycling
STRENGTHS
LANGUAGES
English German Mandarin

ACHIEVEMENTS

Secured over $2 million in grant funding for
community health initiatives, exceeding
targets by 30%.

Developed and implemented a tracking
system for grant applications, improving
submission efficiency by 40%.
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