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Job Description
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Grants Manager
Casa de Esperanza de los Ninos

The Grants Manager plays a critical role in securing needed funding for the
organization as grant funding makes up fully a quarter of the organization’s annual
budget from more than 100 foundation and corporate grantors. Organization is
key in this position as the Grants Manager must maintain a schedule of due dates
for grant applications and reports. The Grants Manager must possess excellent
written and verbal communications skills and the ability to effectively coordinate
the proposal/report writing process with various staff. The Grants Manager must
see the “big picture,” and gather needed information from program personnel to
determine funding needs. The Grants Manager must be able to discern appropriate
funding opportunities, be an astute researcher, and be able to juggle multiple
projects simultaneously. This position is an integral part of the Development
team- staying abreast of Development activities and integrating proposal writing
projects is essential. This position may have the opportunity for a hybrid work-
from home-schedule.
ROLES AND RESPONSIBILITIES:
In consultation with other Development team staff, the Development Committee,
program, and finance staff, the Grants Manager establishes goals, objectives and
strategies for fund raising; implements strategy and tracks progress to meet goals;
and follows through on goal completion. Specific responsibilities include:
e Research grant programs, guidelines, and application process
e Maintain a calendar of deadlines and due dates for grant applications and
reports
Write and submit funding applications/proposals according to grantors’
guidelines
Conduct interdepartmental meetings to identify and prioritize project
needs, coordinate, and research grant preparation assignments
Edit draft applications for accuracy, completeness, and clarity and
submittal of all applications in accordance with grant requirements
Provide timely advice and information on funding opportunities,
requirements, and procedures; collaborates in defining and implementing
project funding strategies
Coordinates with program staff for the collection and compilation of
statistics needed for reports to grantors
Advise program staff well in advance of any deadlines of specific actions
or expenditures to meet grant requirements
Prepare grant applications for submittal and prepare reports at least
annually or as required by granting agencies
Review revenues and expenditures, project status, to ensure proper
expenditures are made according to grant designations/requirements
Document actions in database for purposes of communication and
follow-up
Schedule and participate in site visits for Foundations and prospective
grantors
Maintain a record of grants requested, received, and pending for
reporting purposes
Send thank you letters to grantors
Build and maintain relationships with grantors through interim contacts




for donor retention
With Development team, assist in completing annual revenue projections
Maintain donor files with a record of donor history according to agency
guidelines for record retention
Works cooperatively with Development Team to accomplish fundraising
goals
e  Perform other duties as assigned
Qualifications EDUCATION: Bachelor’s degree in English or related field desired
EXPERIENCE: Applicant must have six years of experience in Non-Profit
Development and proposal/report writing or any equivalent combination of
education and experience which provides the skills, knowledge, and ability
necessary to perform the tasks.
MINIMUM QUALIFICATIONS:
Completed Application and References
Cleared Background Check
Clear Pre-Employment Drug Screen
TB Screening
Remain fully vaccinated against COVID-19
KNOWLEDGE, SKILLS, & ABILITIES
Excellent written and verbal communication skills
Ability to plan, prioritize, and coordinate multiple projects with multiple
departments/constituents
Ability to work under pressure to meet deadlines for grant opportunities
Ability to take initiative and utilize innovative techniques and ingenuity in
preparing grant proposals / applications
Skill in researching available grant opportunities
Ability to read, interpret, and apply funding requirements and rules
Ability to gather, analyze, and evaluate a variety of data
Capacity to be an effective representative of the agency to grantors and
potential donors
e Proficiency in Microsoft Office and in a donor database (Raiser’s Edge
preferred)
Salary/Hours $60,000-65,000 annually

Employer/Agency Casa de Esperanza de los Nifios
Address 2911 Corder St.

City, State, Zip Houston, TX 77054
Contact Person Darean Talmadge
Contact Title Human Resources Coordinator

Telephone Number 713-529-0639

Email Address dtalmadge@casahope.org
Application Method Email resume to dtalmadge(@casahope.org
Opening Date Immediately
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