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SHIP TECHNICAL GRANTS COORDINATOR
Experience & Training Questionnaire

NAME: _____________________________________________________________


          (Please Print)

INSTRUCTIONS FOR COMPLETION OF THE SUPPLEMENTAL QUESTIONNAIRE

1.
Using the space provided, indicate the organization and position title, which identifies the 
source of your experience as it relates to that task area (i.e., how you gained experience 
related to that task area).

2.
Indicate the level of performance you have exercised in each task area by checking the 
appropriate letter from the rating scale following each task area or group of areas.

3.
For each task area listed in the “Description” section, provide examples of work you have 
done which demonstrates your knowledge and ability in this task area.

4.
Write your responses on the questionnaire in the space provided after the question.  

LEVEL OF PERFORMANCE RATING SCALE

A.
I know little or nothing about this task area.

B.
I have had training in this task area (internship, on-the-job training, etc.) 
C.
I have performed this task under close supervision.

D.
I have performed this task on my own, under normal supervision.

E.
I am consulted by others in difficult situations, or I am called upon to do unusually difficult jobs or act as a specialist in this task area.

Please Answer:


Are you a Veteran?  ________ Yes   ________ No

DUTY AREA 1:

Describe your education and training as it relates to the job duties of the SHIP Technical Grants Coordinator:

ORGANIZATION AND POSITION TITLE (As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

DUTY AREA 2:

Describe your experience with or in the following areas:  Contract development, communication and coordination with granting sources, attorneys and/or other grantees.  

ORGANIZATION AND POSITION TITLE ( As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

DUTY AREA 3:

Describe your experience with or in the following areas:  Managing fiscal components of grant agreements including developing financial tracking forms, preparing invoices, vouchers and monitoring expenditures. 

ORGANIZATION AND POSITION TITLE (As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

DUTY AREA 4:

Describe your experience with or in the following areas:  Preparing reports that include grant activities, progress made and financial expenditures including match funding.
ORGANIZATION AND POSITION TITLE (As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

DUTY AREA 5:
Describe your experience with or in the following areas:  Assisting with administrative duties such as scanning and uploading documentation and organizing information/documentation, filing, writing minutes, corresponding with community partners, etc.
ORGANIZATION AND POSITION TITLE (As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

DUTY AREA 6:

Describe your experience with or in the following areas:  Collaborating with the State or other agencies, monitoring adherence to work plans, timelines and other deliverables. 

ORGANIZATION AND POSITION TITLE (As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

DUTY AREA 7:

Describe your experience with or in the following areas:  Uploading information to websites, managing of content and assisting with Blog or website development including writing and formulating articles, researching and gathering data.

ORGANIZATION AND POSITION TITLE (As listed on your resume)

______________________________________________________________________________

______________________________________________________________________________

LEVEL OF PERFORMANCE:

__________ A    __________ B    __________ C    __________ D    __________ E

