
Job Description
Position: Part-time Grantwriter

Summary: Grantwriter will coordinate all grantwriting activity for the agency, research potential funders, write and edit grant applications, track agency grant activity and steward grant funders.
Major responsibilities: 

· Researching, identifying, and prioritizing potential grant funders based on match between grantmaker interests and needs of agency

· Contacting potential grant funders when possible to confirm appropriateness of submitting an application

· Writing and editing grant applications in cooperation with program staff and administration

· Working with finance staff to ensure budgets sent in grant applications are appropriate for funder review and match the grant narrative

· Analyzing and interpreting community needs data and agency outcomes

· Stewarding grant funders through acknowledgements, invitations to visit or attend public events, and providing timely reports

· Tracking all agency grant activity and working with staff and administration to coordinate approaches to grant funders; reporting regularly to administration on grant activity 
Qualifications: 
NOTE: This will depend on how much you can pay. I have put what I consider the minimum here.
· Four-year college degree

· Minimum of two years of demonstrated success in grantwriting, preferably in similar service area (education, health, housing, children’s services, etc.)
· Excellent written and verbal communications skills
· Ability to manage multiple projects and meet deadlines
· Ability to work collaboratively with other agency staff to develop strong, competitive grant proposals
· Familiarity with both public and private grant sources

· Experience in researching grant funders

· Computer skills in Microsoft Word and Excel, databases, and use of Internet

· Ability to analyze and interpret community needs data and agency outcomes data
ANOTHER NOTE: It is VERY important to check references and request a cover letter so you can see how well the person writes. 

