
 

JOB TITLE: Grant Writer (Part-time)  STATUS:  Non-exempt 

REPORTS TO: Grant Manager   DATE:  June 2014 

__________________________________________________________________________ 
Position Summary: The primary goal of this part-time, year-round position is to augment the capacity of the 

Development and Marketing Department.  Responsibilities include preparation of grant proposals and 

applications, as well as performance of administrative work in researching, identifying, developing and 

responding to public and private grant opportunities. This position works 22-28 hours per week and is not 

exempt from the Fair Labor Standards Act.  The Grant Writer reports to the Grant Manager. Work is performed 

under the direction of the Grant Manager with the majority of the work performed independently.  

 

Duties and Responsibilities: 
 Write and submit grant requests to foundations and other grant-making organizations, 

persuasively communicating the organization’s mission and programs to potential funders 

 Adhere to grants calendar as developed by the Grant Manager to ensure timely submission of letters of 

inquiry, proposal deadlines, and reports 

 Conduct prospect research 

 Assist with preparing reports for government, corporate, foundation and other donors 

 Prioritize projects to keep multiple projects moving in a timely manner, meet deadlines and manage 

supplemental material required for proposals 

 Provide writing support for major donor and individual contribution letters and acknowledgements, as 

needed 

 Serve as a liaison to funding agencies and organizations, as needed  

 Maintain working knowledge of programs, events, classroom projects and new initiatives as well as 

evaluation methods and results. 

 Represent the Center at other organizations and events as appropriate 

 Perform other related tasks as assigned. 

 

Knowledge, Skills, and Abilities Required: 
The successful candidate will be able to craft funding proposals in a clear and compelling manner. 

Excellent writing, analytical, and research skills are essential. Candidates must be self-motivated, detail 

oriented, and highly-organized, and have experience using online databases and other sources to locate 

biographical, financial, and philanthropic information. A high level of computer literacy is required, including 

familiarity with Raisers Edge and Foundation Center databases. Candidates must possess an ability to work well 

under pressure and the ability to seek and synthesize information and communicate in a compelling and succinct 

form. A Bachelor’s degree and 2 years of relevant experience are required. 

 

 

Working Conditions: This position works inside at a desk and might work part of the time remotely.  

 

Physical Requirements: Must be able to perform tasks which require light physical effort on a daily basis. 

Tasks involve extended periods of time at a keyboard or workstation. Reasonable accommodations will be made 

to enable individuals with disabilities to perform the essential functions of this job.  

 

Equipment Used: Computer, printer, telephone 

 

Supervisory Responsibilities: None 

 


