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Job Description
POSITION TITLE:  Grants Manager
Full Time In Person, Boston MA
Permanent Position
REPORTS TO: Vice President of Development and Major Gifts
PURPOSE of POSITION:  The Grants Manager will work closely with the development and programs team and the President to implement a comprehensive fundraising plan as it pertains to foundation and corporate grants. They will be charged with raising $400,000 plus.  The Grants Manager will have the responsibility for recommending and securing foundation, Corporate and some state and federal grants and will contribute to overall fundraising strategy and programmatic development. 
PRIMARY DUTIES AND RESPONSIBILITIES: 

· Articulate NBP’s mission, values, and programs in writing and verbally, with external constituents including foundation, public, and corporate prospects.
· Research and identify sources for funding.
· Shape and implement grant strategy, and achieve budgeted goals for the foundation, grant, and corporate line. 
· Write letters of inquiry, concept papers, proposals, reports, grant acknowledgements, and end-of-year letters for foundation, public, and corporate prospects

· Develop and maintain strong working relationships with foundations, including face-to-face meetings and presentations when needed
· Develop a collaborative and productive partnership across the organization and utilize organizational data from departments for presentation, including program budgets and grant budgets!
EXPECTATIONS OF THE POSITION:
· Superior organization skills

· Superior written and verbal skills
· Excellent proof-reading skills
· Strong interpersonal skills

· A willingness to work collaboratively and ability to work independently
· Strategic mind

· Attentive to detail

· Demonstrated experience at writing winning grant proposals

· Proficient in MS Office and grants research databases

SECONDARY DUTIES and RESPONSIBILITIES: 
· Special projects as assigned, e.g. helping the department with special events.
· Perform related duties as required. 

EDUCATION & EXPERIENCE:
· Bachelor’s degree or equivalent work experience.

· 3+ years of writing, grant writing and/or Development experience

· Exceptional written, verbal and interpersonal skills

· Strong organizational and research skills
· Experience writing public/government grants a plus.
PHYSICAL DEMANDS
· The Grants Manager will spend long hours sitting and using office equipment and computers which can cause muscle strain.  The Grants Manager will also have to do some lifting of supplies and materials from time to time.
WORK ENVIRONMENT
· The Grants Manager may be required to travel with occasional overnight stay required.
An Equal Opportunity Employer.
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