
Director of Grant Writing Responsibilities

The Director of Grants is responsible for managing the organization's resource development 

process in support of new programs/ activities and/or the enhancement/expansion of existing 

programs/workshops/activities through grant funding. This includes research of external funding 

availability, development of internal and external collaborations/partnerships, preparation of 

grant proposals, and solicitation of support for these proposals.

Manages all Grant Writers, directs the preparation of complex and varied grants, and develops 

and implements systems and procedures to ensure successful grant-seeking efforts. This 

individual will lead, with the CEO, the Foundation’s grant application strategy to ensure that it is 

in alignment with mission of Kindah. Responsible for working closely with executives to ensure 

Kindah grant approval process is followed. 

LEADERSHIP, GOVERNANCE, AND OVERSIGHT:

 Recruit and supervises grant writers committees and contract grant writers. 

 Establishes priorities for work assignments, monitors progress, reviews work products and 

ensures products are delivered in a timely manner.

 In consultation with the President and Executive staff, develops and promotes grant-

seeking priorities; ensures that priorities are integrated with the KINDAH's strategic 

planning goals.

 Develop policies and procedures to monitor grant management compliance in accordance 

with federal, state and local regulations.

 Create and maintain systems (i.e. grants web site) for dissemination of information about 

external funding opportunities and other grants-related information.

 Maintain a positive, proactive relationship with accounting, purchasing, human resources, 

payroll, programs, and funding agencies to ensure full grant compliance and process 

efficiency.

 Conduct one-on-one training and committee workshops to develop and write grant 

proposals; grant management and grant compliance.

 Write and/or oversee proposal writing, editing, and budget preparation.

 Provide a full spectrum of assistance to the organization and the board in the planning, 

writing, program design, budget development, and evaluation of grants.

 Work collaboratively with the Executive Office to coordinate the gathering of organization 

information needed for proposals.

 Negotiates final terms and conditions with funding sources for grants that are approved.

 Monitor grant programs performance and review grant reports for compliance with funder's 

requirements.

 Advise Executive Committee concerning negotiation of new grants or renewals, effective 

startups and grant management issues.

 Assist in developing a Kindah™ Foundation strategic plan for the submission of grants that 

is based on the KINDAH's strategic and educational master plans.

 Identifies strengths, capabilities, and needs of the Kindah™ Foundation through on-going 

contact with the President and Board Directors.

 Seek, identify and recognize external opportunities that present viable funding opportunities 

and match organization goals, organization priorities, and search requests.

 Coordinates research and development of specific proposals with appropriate personnel 

representatives of community-based organizations, representatives of business and 

industry, and representatives of government entities, as appropriate.

 Create process to track unique funding opportunities that fall outside the normal grants 

process.

 Donate or raise, outside of this position, $500 annually.

TERM OF OFFICE

One (2) Year

QUALIFICATIONS
 Excellent written, oral presentation, and 

organizational skills; familiarity with and 

proficiency in Microsoft Word, Excel, 

PowerPoint, Adobe Acrobat, graphics 

packages; experience in preparing 

professional electronic documents. 

analytical, and research skills are 

essential. 

 Excellent time-management skills and 

an ability to work under the pressure of 

deadlines are required, as are excellent 

interpersonal skills.

 The successful candidate will be able to 

craft funding proposals in a clear and 

compelling manner. 

 Must be self-motivated, detail-oriented, 

creative, strategic, and highly 

organized. 

 Experience using online databases and 

other sources to locate financial and 

philanthropic information. 

 A high level of computer literacy 

required, including familiarity with 

fundraising databases. 

 Bachelors or higher degree in a 

discipline appropriate for the position, 

and 1 to 5 years of successful 

acquisition of government, corporate, 

and/or foundation support in a higher 

education or foundation setting. 

 Expertise, or the willingness to acquire 

expertise, in the trends of government, 

corporate, and foundation support of 

higher education and research. 

TO APPLY:

Applicants must apply online at the www.kindahfoundation.org submitting a full resume and a cover letter.

Cover letter is required and should highlight applicant’s specific qualifications for this position and why this job is of 

particular interest. Applications without a cover letter will not be considered.                     

TIME COMMITMENT
 Will meet approximately 4 times a year to update 

status on grants, and to provide report to Board. Will 

meet to set the calendar for the following year, and 

evaluate the committee’s needs. 

 Each director member will be expected to help 

organize at least one event or serve on one 

committee board.

 Average 10 hours per month.

 Miss no more than 2 meeting within a calendar year.

 Highly encouraged to attend all events, and other 

functions as necessary.

 Maybe eligible for re-election once their term is up.

 Attend all meetings & conferences in person or 

virtual. 
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