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SO Effective October 23, 2026
49 Old Airport Way, Emmonak, AK 99581 - Alaska Native Corporation (ANC)

CORPORATE SERVICES - JD-EMK-37

Grants & Development Manager

JD NUMBER JD-EMK-37
FLSA STATUS Exempt
EEO CATEGORY Professionals

Chief Executive Officer - President & CEO while the Chief

REPORTS TO
Executive Officer position is vacant
LOCATION Emmonak, AK - onsite
SUPERVISES Grant contractors and consultants as assigned
DEPARTMENT Corporate - Development

POSITION SUMMARY

The Grants & Development Manager finds, wins, and manages outside funding that advances Emmonak
Corporation's infrastructure, energy, broadband, workforce, and community priorities. The position leads
grant research, writing, budgets, and post-award compliance, and works with the Chief Financial Officer so
every award is spent and reported correctly. The Manager also coordinates partnership proposals with the
tribal government, the City, and regional organizations where joint applications serve the community best.

ESSENTIAL DUTIES & RESPONSIBILITIES

e Research federal, state, and private funding opportunities and maintain a grants calendar aligned with
Corporation priorities.

e Write and assemble competitive applications, including narratives, budgets, letters of support, and
required forms.

* Maintain the Corporation's SAM.gov, Grants.gov, and other funding portal registrations in coordination
with the Government Contracts Manager.

e Manage post-award compliance, including budgets, drawdowns, progress reports, and closeout, with the
Chief Financial Officer.

e Track grant deliverables and deadlines and keep project leads accountable for outcomes.
» Coordinate joint applications and partnership agreements with community and regional partners.

* Report the grants pipeline, awards, and compliance status to the Chief Executive Officer and the Board.

REQUIRED QUALIFICATIONS
» Bachelor's degree in Public Administration, Business, Communications, or a related field.

« Three (3) or more years of grant writing and grant management experience, including federal awards.
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¢ Working knowledge of federal grant requirements under 2 CFR Part 200.
* Excellent writing, budgeting, and project management skills.
e Proficiency in Microsoft 365, including Word and Excel.

» Ability to live and work in Emmonak, AK.

PREFERRED QUALIFICATIONS

e Alaska Native descent, Emmonak Corporation shareholder or descendant, or experience with an Alaska
Native corporation or tribal organization.

* Record of awards from agencies such as the Denali Commission, USDA Rural Development, NTIA, DOE, or
BIA.

e Grant Professional Certified (GPC) credential.

e Experience with rural Alaska infrastructure or energy projects.

POSITION FLEXIBILITY & GROWTH

This position description is not exhaustive. The employee is expected to perform other duties and
responsibilities as required to support Emmonak Corporation’s operations, its shareholders, and the
communities it serves. Responsibilities and duties will evolve based on acquired skills, completed training,
business needs, and opportunities identified by leadership. This position offers growth opportunities within
Emmonak Corporation and the Emmonak Family of Companies for employees who demonstrate initiative,
reliability, and continued professional development.

PRE-EMPLOYMENT SCREENING

Employment is contingent on the satisfactory completion of a pre-employment background check and drug
screening. Continued employment is subject to periodic and reasonable-suspicion drug and alcohol testing
in accordance with Emmonak Corporation policy and applicable federal contracting requirements (including
DOT, FMCSA, and federal awarding-agency standards where applicable). Candidates must consent to these
screenings as part of the application process.

PHYSICAL REQUIREMENTS & WORK ENVIRONMENT

Physical Primarily office-based with regular site visits to the Store, Tank Farm, and other
requirements Corporation sites in all weather (temperatures may reach -40°F). Must be able to lift up
to 25 lbs. Required PPE must be worn at all times on the Tank Farm.

Work environment Emmonak, AK corporate office, with periodic regional travel. Extended hours may be
required near application deadlines.
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EQUAL OPPORTUNITY & ANC HIRING PREFERENCE

Emmonak Corporation is an Equal Opportunity Employer. All qualified applicants receive consideration for employment
without regard to race, color, religion, sex, national origin, disability, veteran status, or any other characteristic protected by
law. Pursuant to ANCSA Section 7(b) and corporation policy, Alaska Native and American Indian shareholders and their
descendants receive hiring preference where permitted by law. Emmonak Corporation exercises shareholder hiring
preference consistent with ANCSA Section 7(i) revenue-sharing obligations and applicable federal law. Alaska Native
shareholders and lineal descendants of shareholders are encouraged to apply and receive preference in hiring decisions for
comparable qualifications.

Emmonak Corporation is an Alaska Native—owned 8(a)-pursuit firm and a Buy Indian Act—qualified Indian Economic
Enterprise. ANCSA shareholders and descendants receive lawful hiring preference in accordance with 43 U.S.C. § 1626(g).

APPLICANT ACKNOWLEDGMENT

By signing below, | confirm that | have read this job description and understand the duties, qualifications, and working
conditions of this position.

Signature Date

Printed name
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