Central Terminal Restoration Corporation

Grant Writer
Volunteer Position
We are seeking an experienced grant writer who will develop and prepare all aspects of grant applications, including narrative, budget forms, tables and other attachments for government and foundation funding.
The incumbent will be responsible to research suitable grant programs, write the funding applications, and coordinate and lead the activities of a grant/loan program.

· Research grant programs and plans

· Research and write funding applications

· Coordinate and lead the activities of a grant/loan program that supports capital improvement projects 

· Conduct 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/loan requirements

· Provide timely advice and information on funding opportunities, requirements and procedures; collaborates in defining and implementing project funding strategies.

· Provide assistance in resolving issues and conflicts with funding agencies.

· Prepare grant applications for submittal and prepare reports as required by granting agencies.

· Liaison between the CTRC and outside funding agencies and groups; participates in meetings and discussions. 

· Review revenues and expenditures, project status, to ensure proper expenditures are made for grant projects.

Knowledge, Skills and Abilities
· Minimum one year of related experience spent in grant/loan funding or any equivalent combination of education and experience which provides the skills knowledge and ability necessary to perform the tasks.

· Experience with a government or Not for Profit agency is not required would be an asset

· Knowledge of grant application process and writing of applications.

· Knowledge of various grant programs available to Not for Profits.

· Knowledge of loan documents to track the disposition of funding with project managers and funding agencies.

· Excellent organization skills.

· Excellent written and oral communication skills.

· Ability to meet deadlines for grant opportunities.

· Ability to take initiative and utilize innovative techniques and ingenuity in preparing grant/loan applications.

· Excellent interpersonal skills. Ability to interact with Board members, volunteers, public officials and foundations 

· Ability to research grant opportunities available.

· Ability to participate as a team player to coordinate grant projects.

· Ability to develop and or provide necessary documentation to support grant requirements.

· Ability to plan, prioritize and coordinate multiple projects.

· Ability to gather, analyze, and evaluate a variety of data.
· Interest in fundraising.

The time commitment for this position will vary throughout the year
