
 

Summary 

Under direction of the Chief Development Officer, the Grants Officer will support the organization's 

overall development goals by managing all grant related efforts and day-to-day activities.  Identifies 

potential grant funders, serves as primary grant writer, oversees compliance reporting, and ensures 

funding aligns with agency's plans, programs and budgets.  Collaborates with program staff to establish 

and/or understand each program's objectives and how to allocate funding to accomplish program 

goals.  Serves as lead of the agency's Grants Team, comprised of the Executive Director, Senior 

Management staff, Grants Officer, Analytics Manager, and Controller.  This position requires strong 

writing, data analysis, program budgeting, and project management skills. 

Responsibilities         

 Ensures coordinated, centralized fund development efforts by researching and identifying 

funding opportunities at local, state and national level through philanthropic, corporate and 

public entities. 

 Manages all grants activities including proposal development, drafting proposal narratives, 

preparing/gathering supporting materials, and ensuring timely submission. 

 Coordinates with the Chief Operating Officer and program supervisors to construct grant 

proposals and ensure they are aligned with agency needs and operations. 

 Collaborates with Analytics Manager to analyze and synthesize data into grant proposals and 

reports 

 Maintains grant compliance and reporting requirements, including grant budgets. 

 Manages monthly/quarterly billing activities for grant reimbursements and/or drawdowns with 

assistance from the Controller. 

 Manages and leads monthly Grants Team meetings, providing updates on upcoming 

deadlines/responsibilities, new prospects and strategies, and progress towards goals and 

spending of funds. 

 Works in conjunction with the agency's business office and communications/development 

associate(s) to ensure accuracy of grant records and financial reporting. 

 Supports success of agency's development program by serving as a member of the development 

team and assists Chief Development Officer as needed. 

 Supports the consistency of the agency's image and communications efforts by assisting with 

funding announcements and awards. 

 Assists Executive Director and Senior Management staff with funder site visits, tours, and/or 

presentations. 

 Assists with development events as needed. 

 Other duties as assigned. 

Qualifications and Education Requirements 

 Possess at least a bachelor's degree in field of English, communications, non-profit management 

or a related field. 

 3-5 years’ experience and demonstrated success in grant writing, grants management, or 

fundraising preferred 

 Analytical and persuasive writing skills as well as superior editing skills, including ability to 

convey complex information in a clear and concise manner 

 Self-motivated with the ability to set priorities and manage multiple tasks effectively and 

efficiently 

 Ability to work under pressure and respond to deadlines without sacrificing quality 

  

 



Preferred Skills 

 Prospect and data research skills 

 Strong finance/budgeting skills 

 Presentation skills 

 Knowledge of basic computer applications, including Excel and navigating a donor database 

 Healthcare research or healthcare setting experience strongly preferred 

The statements contained herein reflect the general nature and level of work being performed by people 

assigned to this classification.  They are not to be construed as an exhaustive list of all responsibilities, 

duties, and skills required of personnel so classified.   

Application Deadline: June 1, 2018 

ABSOLUTELY NO PHONE CALLS, EMAILS, OR DROP IN'S PLEASE!! To apply, please submit a 

cover letter with salary requirements and your resume here. Applications without a cover 

letter will not be considered. 

The Agency's policy is to provide equal opportunity in all terms, conditions, and privileges of employment 

for all qualified applicants and employees without regard to race, color, creed, religion, national origin, 

sex, age, marital status, disability or veteran status. 

 

https://cfscsharedservices.isolvedhire.com/jobs/20997.html

