
Job Title:    Grant Writer 

Job Status:   Part Time  

Job Classification: Contractor 

Department:    Advancement 

Reports to:   Senior Grant Writer  

Effective Date:  October 6, 2016  

 
About Urban Ventures: 
Urban Ventures is a faith-based, non-profit with the vision of a city without urban poverty. The 
mission is empowering individuals and strengthening families to transform urban communities. 
The organization serves primarily the neighborhoods in South Minneapolis, an area rich in 
culture and diversity. 

 
Major Responsibility: 

Responsible for supporting the Advancement Department in the research, preparation and 

submission of all proposals and grant application. Assist in the writing of proposals for both 

unrestricted operating revenue and restricted projects and in submitting timely and accurate 

reports for all existing grant funded programs/projects. Assist in conducting prospect research 

for all grants and preparing written profiles.  Write clear, persuasive, concise proposals and 

meet deadlines for a robust grant schedule.  
 

Specific Responsibilities: 

 Develop and write grant proposals 

 Assemble grant requests, including letters, proposals, budgets and presentations 

 Establish and maintain current information, contact and relationships with foundation 

contacts and program officers 

 Co-maintain grant calendar to ensure timely submission of letters of inquiry, proposal 

deadlines and reports  

 Work with Senior Grant Writer to conduct prospect research and prepare prospect 

reports  

 Prioritize projects to keep multiple projects moving in a timely manner, meet deadlines 

and manage supplemental material required for proposals 

 Work with programs and Advancement Department to provide current program data, 

statistics and local statistics for grant content 

 Research data for populations served including needs, trends and other resources in the 

area 

 Maintain and provide timely reporting data for all grants (progress reports, year-end, 

financial reporting, data collection from programs and special reports as required) 

 Work with Senior Grant Writer to conduct all the duties for grants submissions and 

maintenance 

 Proofread funding documents  

 

Qualifications: 

 BA/BS in Non-profit, Communication, or related field and 3-5 years of relevant grant 

writing experience 



 Strong track record of grant writing; government grant writing experience preferred 

 Excellent written, verbal and interpersonal communications skills 

 Proficient in MS Office Suite and CRM  

 Ability to meet deadlines under pressure 

 Detail oriented 

 Ability to handle fluctuating priorities with a positive and energetic attitude 

 Willing to work flexible hours to meet deadline requirements 

 Ability to effectively present Urban Ventures’ program information and respond to 

questions from funders and potential donors 

 Enjoy working with a service-oriented, collaborative team environment 

 Ability to align with and articulate the mission and values of Urban Ventures 

 

 
 

 

 

 

 
 


