PILGRIMS’ INN
POSITION DESCRIPTION

Fundraising and Grant Administrator
Position Title:
Fundraising and Grant Administrator – Part Time (20 hours/week)
Department:  
Administration

Supervisor:
Executive Director
Salary:
$20,000/annual + 10% of new grant and special event revenue received during the calendar year
Summary
Under the direction of the Executive Director, the Fundraising and Grant Administrator is responsible for conducting the full range of activities required to support the financial goals of the organization. This includes primarily researching and writing grant proposals, maintaining existing grant requirements, maintaining a donor database, developing fundraising strategies for and relationships with individual, corporate and faith-based organizations, and other grant or development related projects.      
General Requirements
· A commitment to the ministry of Pilgrims’ Inn—a ministry to the poor
· An ability to effectively communicate with a wide variety of government agencies, nonprofit entities, community organizations, private businesses, individual supporters and clients
· An ability to maintain the financial integrity of a nonprofit corporation with an average annual budget in excess of $550,000
Financial and Fundraising Responsibilities
· Assist in the preparation of an annual budget for approval by Board of Directors

· Assist in annual audits as needed 

· Identify grant opportunities and maintain an awareness of grants relating to the mission of Pilgrims’ Inn

· Maintain compliance with all grant requirements and meet with representatives of funding sources, as necessary

· Develop and maintain a current and accurate database of actual and potential donors

· Develop effective fundraising strategies for, and relationships with, individual and corporate donors and faith-based organizations 
Please direct inquiries and resumes to Lisa Barrett, President, Pilgrims’ Inn, at lisamalisonbarrett@gmail.com or (803) 431-8865.



