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JOB DESCRIPTION

TITLE:



Grant Writer



DEPARTMENT:


Fund Development
REPORTS TO:


Director of Fund Development
SUPERVISES:   


N/A
JOB REQUIREMENTS: (education, experience, licenses, certification, normal work hours, altered work schedule, driver license, travel, etc…): Bachelor’s degree in related field required. Minimum 2 years of experience in research, writing, filing manual and electronic applications, evaluation, project management, reporting, and public outreach/relations. Valid SC/NC driver’s license required. Normal work hours are Monday-Friday, day shift. Some evening work may be required.
ESSENTIAL DUTIES OF THE JOB: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skills, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	Essential Duties

	Duties include: 
· Writing inquiries, letters and proposals for public and private funding to support furthering current programs.
· Responsible for the full range of activities required to prepare, submit, and manage grant proposals.

· Tracking and monitoring of assigned proposals.
· Assists with identifying funding needs in collaboration with Executive Management Team.

· Researching new funding opportunities, with emphasis on deadlines, program and financial requirements, and required written reports. This includes private and public grant opportunities matching the organization’s mission, needs, goals and strategic planning objectives. Researches foundations and corporations for the same.
· Works with diverse cross section of Anuvia employees to gather pertinent information to complete grant applications.

· Monitors program outcomes, particularly as they relate to objectives described in awarded funding. 
· Maintains accurate electronic and paper copy records of prospective and current private and public funders, including but not limited to: correspondence, proposals, reports, and notes on significant phone conversations, email correspondence or site visits.

· Provides support for Director of Fund Development.



	


The above statements are intended to describe the general nature and level of the work being performed by people assigned to this job.  They are not an exhaustive list of all duties and responsibilities associated with it.


