
Our innovative and growing company is looking for a grant writer. We appreciate
you taking the time to review the list of qualifications and to apply for the
position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for grant writer

Manage and administer foundation, corporate and government grants and
contracts that support Council programs, capital projects and general
operations
Spearhead collaboration with senior staff and department heads to identify
and develop grant-supported programs and budgets
Research and identify funding prospects
Oversee that materials are prepared for funder and prospective funder visits,
to include presentation decks
Develop letter of inquiry and proposal packages, including writing narratives,
budgets, and all other required attachments, complying with all required
guidelines and deadlines
Interpret funders’ grant policies, procedures and requirements, and provide
grants management advice on an ongoing basis
Develop grant report packages, including collecting and synthesizing grant
data and products, writing report narratives, and creating expense reports
and all other required attachments, complying with required guidelines and
deadlines for each
Coordinate grants accounting and financial reporting with the finance
department to ensure compliance with the terms and conditions of the award
Manage the contracts/grant agreement process and track the annual grants
calendar
Maintain electronic funder files
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Bachelor’s Degree in Public Health, Communications or related field, required
Work with Development Administration and Operations Specialist to track
grant revenue and generate revenue reports for senior leadership
Research grant trends and pursue continuing education and certifications
Establish and foster ongoing relationships with Council departments, funders,
partners and volunteers
Edit/proofread materials for Development and Public Relations, as needed
Assist the faculty members in the coordination, editing, production, and
tracking of documents for service, department, or disease management team
(DMT)


