
VACANCY 
at 

RUST COLLEGE - HOLLY SPRINGS, MISSISSIPPI   38635 
Applications are invited for consideration for appointment to the following position: 
 

TITLE:  Title III Coordinator 
 

DEPARTMENT:                                                       DATE TO BE FILLED:     
            TBD                                                                                             Immediately                          
 

SALARY RANGE:    

Commensurate with Education and Experience 
 

SUMMARY: 
 

The Title III Project Coordinator will focus on administering all aspects of the Title III grant, 

to include planning, developing, implementing and evaluating projects relating to Title III 

initiatives in compliance with the Grant. Areas of accountability include ensuring compliance 

with Title III policies and grant guidelines as well as the preparation of progress reports to 

document project activity. The Title III Coordinator is responsible for ensuring output in terms 

of progress and results.  

 

RESPONSIBILITIES:  
 

 Responsible for fiscal management, reporting, and project management of the Title III 

grant 

 Responsible for leading the planning and implementation of all training and faculty 

professional development related to the Project goals, objectives, and strategies 

 Oversees the preparation and monitoring of project fiscal reports  

 Authorizes project expenditures and ensures appropriate use of funds  

 Ensures proper distribution and accounting for Title III acquired equipment 

 Establish and supervise data collection and reporting systems for project objectives 

 Approve all grant expenditures in compliance with federal regulations and local 

requirements 

 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

 

 Must have strong communication and analytical skills 

 Must possess a high level of professionalism at all times 

 Proficient in Microsoft Office Suite (Outlook, Word, and Excel) 

 Required to successfully prioritize tasks and be flexible to adapt as necessary 

 Ability to manage workload with little direction 

 Must be able to work in a setting with fluctuating dynamics 

 Ability to multi-task and work independently on complex administrative tasks, often 

under short deadlines to meet goals 

 Experience with record keeping and budget management, and finance administration 

 Strong organizational skills, including the ability to set up processes, systems, and 

workflow to ensure adherence to procedures and follow-up 



 Strong written and verbal communication skills, including proofreading and editorial 

skills 

 Must be proficient in the use of email platforms (Microsoft Outlook),  

 

REQUIRED QUALIFICATIONS:  
 

 Bachelors or higher degree, one to two years of experience in an office environment 

 Supervisory skills 

 3-5 years of successful directing of a Title III grant or a comparable large, federal 

grant; 

 Excellent written and oral communication skills (writing samples may be requested); 

 Good interpersonal and organizational skills; 

 Good problem-solving skills 

 

PREFERRED QUALIFICATIONS 

 Master’s degree in business administration, public policy, or related field; 

 3 to 5 years of campus wide programming in higher education 
 

 
Special Information:  The Federal Government requires that every individual hired since 

May 31, 1987 complete the I-9.  This requirement is in response to the Immigration Reform 

and Control Act of 1986.  Form I-9 has been developed to verify that persons are eligible to 

work in the United States. 
 
To Apply: Submit a resume, a letter of interest, unofficial transcript, if applicable, and three 

references to include contact information to: careers@rustcollege.edu. 

 

Angela Williams, HR Manager 

Rust College 

150  Rust Avenue 

Holly Springs, MS   38635 
 
POSTING ENDS:                                                                                     POSTING DATE:  

Open Until Filled                                                                                        July 8, 2021 

 

mailto:careers@rustcollege.edu

