
 

 

 

 
Job Description 

 

Position: Grants Coordinator 

FLSA: Full-time (hours flexible); non-exempt 

Reports to: Director of Strategy & Communications 

 

Summary 
The Grants Coordinator will report to the Director of Strategy and Communications and will carry out all 

staff supporting activities necessary to responsibly, legally, and ethically fulfill the purposes of the grant 

making and scholarship programs of the Foundation. The Grants Coordinator will be responsible for the 

day-to-day operations, from grant intake through payments, record-keeping, reporting and grant 

closeout, and will serve as an important resource to Foundation staff, grant applicants, and volunteers. 

 

Specific Responsibilities 

Grants Administration 

 Coordinates and executes the Foundation's grant and scholarship application and award process 
(collect, sort, list, document, post applications, and document grant reports).  

 Coordinate and executes external training/meetings, including, but not limited to: grantmaker 
briefings, grant reviewer training, grant committee and scholarship interview. 

 Manage and maintain online grant application processes and serve as point of contact for 
grantees. Provide accurate and current information to regarding submission processes. 

 Manages the intake of grant proposals and scholarship applications. Ensures due diligence in 

grantmaking including initial vetting of applications, which may include financial statements and 

organizational budgets. 

 Conduct due diligence for nonprofit eligibility to receive grants. 

 Coordinate and support community volunteers involved in the competitive grant and 

scholarship processes. 

 Compose summary description and spreadsheet reports, staff observations and reviewer 

comments for proposals submitted to the Grant Committee and Board.  

 Process grant award and denial letters, and grant agreements.  

 Work with finance to manage the processing of timely grant payments. 

 Ensure grant information in grant database is updated and accurate.   

 Monitor progress of awarded grants, including the submission of reports for adherence to donor 

intent and expenditures are consistent with the approved grant budget. 

 Responds to applicant and grantee questions regarding proposal status, subsequent payments, 

and other administrative inquiries. 

 Updates and ensures accuracy of grant records in the grants management database. 

 Oversees the Foundation's central grant files and ensures the integrity and completeness of 

each grant record, from initial request to grant close-out. 



 

 

 Undertakes special projects as assigned. 

 

Organization Learning and Planning 

 Oversee design, implementation and maintenance of workflow processes and procedures to 

optimize efficiency and accuracy.  

 Prepares reports, dashboards or other data visualizations to reflect the Foundation's state of 

grantmaking and recommendations. 

 Assists with long-range planning such as preparing the annual grants management calendar to 

be used by all staff and Board members. 

 Supports the administration of the Grants Committee of the Board. 

 

Knowledge and Skills 
 Advanced organizational skills, acute attention to detail, and ability to handle multiple tasks. 

 Ability to maintain the highest levels of integrity, confidentiality and discretion. 

 Strong facilitation, interpersonal, and presentation skills. 

 Ability to work independently as well as to function collaboratively in a team environment.  

 Ability to work with diverse populations and a variety of stakeholders and audiences. 

 Ability to monitor, analyze, consult, and report on programs and services. 

 Experience with documentation and improvement of processes and procedures 

 Excellent command of English language and grammar, both verbal and written. 

 Excellent follow-through and persistence when corresponding with stakeholders. 

 Proficient with computer applications—a thorough understanding of the Microsoft Office suite 
and the ability to learn and master other computer technology or software programs as needed. 
Good command of Internet usage. Wizehive and WordPress desirable. 

 

Education and Experience 
 Bachelor’s degree, and at least three years of professional administrative experience. 

Experience with grant administration or scholarships is desirable.  
 

To Apply 
No calls, please. Email cover email and résumé to info@cfbrevard.org. In the Subject, please indicate 
“Confidential: Grants Coordinator.” 
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