
 
Position Description 

 

TITLE: Grant Coordinator 

PERFORMANCE PROFILE SOURCE: Management Professional 

DEPARTMENT: Administrative 

REPORTS TO: Director of Development 

STATUS: Exempt, 40 hours per week  ( X ) Exempt (    ) Non-Exempt 

 

PRIMARY FUNCTION: 

The Grant Coordinator is responsible for assisting with the cultivation and solicitation of grant 

revenue, including grant writing, managing and evaluating. Grant management to include: 

finding and applying for available grants, collaborating on grant applications, monitoring and 

coordinating required grant reports and grant budgets and record keeping.  

Responsibilities and Duties of this position, in consultation and partnership with the 

Director of Development and other Department personnel, include but are not limited to: 

 Write grant applications and provide related documents for the purpose of submitting to 

grant funding agency.  

 Research, identify and secure grant funding to meet the needs of the organization. 

 Be the lead manager of all grant processes (training, supervision, evaluations, 

documentation etc) for the purpose of compliance with the funder guidelines. 

 Train staff on all aspects of grants including content, requirements, measurement and 

reports. 

 Develop forms, processes, procedures and measurement tools for the purpose of 

implementation of grants. 

 Monitor proposals and funding application requirements, ensuring all deadlines are met 

 Lead and participate in meetings, workshops, for the purpose of conveying and/or 

gathering information required to perform essential grant functions.     

 Conduct site visits to assist with grant management and implementation, providing 

written feedback of both strengths and areas of need.   

 Build relationships and provide stewardship to current funders.    

 Assist in updating and maintaining information in donor database. 

 Recognize contributions with acknowledgement letters. 

 Assist with planning and implementing fundraisers and special events as needed. 

 Arrange, host, tour, meet and prepare presentations for grant contacts. 



 
 

SKILLS/KNOWLEDGE REQUIRED: 

 Bachelor’s degree 

 Experience working in deadline-driven environments  

 Excellent written, oral communication skills especially in public speaking; ability to write 

clear, structured, articulate and persuasive proposals  

 Commitment to the Boys & Girls Club mission and values 

 Strong editing and math/budgeting skills 

 Superior writing, editing and verbal communications skills. 

 Strong organizational and planning skills and records maintenance a must 

 Valid California driver’s license and must pass criminal background check and pre-

employment drug screening and TB test 

KEY COMPETENCIES: 

 Strong technology skills. 

 Ability to monitor and meet income goals. 

 Must be able to collaborate and hold others accountable for grant requirements.   

 Ability to develop positive working relationships with, build rapport with, and motivate 

both co-workers and clients. 

 Cultural competency; appreciation, embracing, and valuing of diversity. 

 Strong problem-solving, critical-thinking, and independent decision-making skills. 

 Strong interpersonal skills, including the ability to function as a team player and to work 

collaboratively and cooperatively in a shared-decision-making environment. 

 Ability to function as an independent, self-motivated, self-reliant self-starter who can 

work effectively in hectic and fast-paced work environments through prioritization of 

multiple, and sometimes conflicting, demands in order to meet established deadlines. 

 Excellent attention to detail.  

RELATIONSHIPS: 

Internal: Maintains close, daily contact with Club staff (professional and volunteer), Club 

members, and supervisor to receive/provide information, discuss issues, explain 

guidelines/instructions; instruct; and advise/counsel; work with Board members and committees, 

work closely with Director of Development as requested/directed. 

External: Works with grant funders to meet funding and reporting requirements. Maintains 

contact with members, families, donors, alumni, community leaders, youth serving professionals, 

other Clubs, vendors, consultants, organizations and others to achieve program goals and 

objectives, manage costs, share information and resolve problems; work closely with Director of 

Development as directed/requested. 



 
 

Signed by: ___________________________________________________________________ 

  Incumbent       Date 

Approved by: _________________________________________________________________ 

  Supervisor       Date 

Reviewed by: __________________________________________________________________ 

  Chief Executive Officer     Date 

 

 

DISCLAIMER: 

The declarations listed above are not intended to be an “all-inclusive” list of duties and 

responsibilities of the job described, nor are they intended to be a total listing of the skills and 

abilities required to do the job, rather, they are intended only to describe the general nature of the 

position. Other duties and/or responsibilities may be assigned as needs arise.  


