PROJECT MANAGER ( Seattle nonprofit organization)

Job Responsibilities
Work with small business management to develop and implement business improvement projects via the Trade Adjustment Assistance for Firms program sponsored by the Economic Development Administration, (EDA) of U.S. Department of Commerce.
Core Duties:
· Qualify firms and prepare documentation for their eligibility for the program
· Conduct  assessments and analyses of firms’ current positions 
· Develop  improvement plans including scopes of work  
· Prepare project contracts including assisting firms with consultant selection 
· Monitor projects to completion, acting as liaison between the firm, the consultant and the Economic Development Administration
Other Duties:
· Coordinate and execute outreach efforts
· Maintain  a network of industry and association contacts
· Represent the program at various conferences, public relations functions, etc.
· Prepare and submit all contracts and required reports
Minimum Qualifications
· A master’s degree in business, engineering or an equivalent combination of education and business experience
· 2-3 years of business experience  
· Excellent writing and communication skills
· Detail-oriented
· Ability to work on multiple tasks alone and in teams
· Solid computer skills in Office applications
· Ability to travel throughout Alaska, Idaho, Montana, Oregon, and Washington
Desired Qualifications
· Advanced degree in marketing, engineering or finance
· Experience in  conducting  comprehensive assessments and analyses, as well as developing actionable strategies for a firm 
· Experience in project management and contract administration
· Outreach, customer service and sales abilities and/or experience
· Previous experience with federal projects
Full time position; salary based on experience/education; excellent benefits and working environment
CONTACT: Gary Kuhar,  Gary@nwtaac.org 1-800-667-8087, 206-622-2730
