
Job Title:    Grant Writer 

Job Status:   Regular, Full-Time 

Job Classification: Exempt 

Reports to:   VP of Advancement  

Department:    Advancement 

Effective Date:  July 2018 

 
About Urban Ventures: 
Urban Ventures is a faith-based nonprofit organization breaking the cycle of poverty by 
educating kids, strengthening their families, and building a healthy community. We partner with 
families in some the most under-resourced neighborhoods of south Minneapolis with one 
overarching goal–to send every youth to college or some form of post-secondary education. 
 
Working Hours: 
Regular, full-time office hours Monday – Friday with flexibility to meet the needs and deadlines. 

 
Position Description: 

The grant writer is a member of the Advancement Department, and is responsible for preparing 

and submitting at least 85 grant proposals each year. The position researches, prospects, and 

networks to identify new opportunities; making up approximately one-third of the planned 

submissions (two-thirds are renewals and repeats).  

 

Specific Responsibilities: 

 Develop, write, and submit competitive grant proposals 

 Prospect new grant opportunities through research and networking 

 Establish, maintain, and enhance relationships with foundation representatives 

 Track all activity in donor database (Salesforce); documenting all progress and 

upcoming deadlines to ensure on-time submissions of proposals and reports. 

 Maintain and provide timely reporting data for all grants (progress reports, financial 

reports, data collection from programs, and special reports as required by grant makers) 

 Prioritizes concurrent projects to meet deadlines while managing the gathering of 

supplemental material required for proposals 

 Collaborate with program managers and leadership team to effectively articulate 

program goals and funding opportunities 

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

related to the organization’s mission 

 Proofread funding documents  

 Other duties related to writing and reporting as assigned 

 

 

Qualifications: 

 BA/BS in non-profit, communications, English, or related field 

 3-5 years of relevant grant writing experience, experience with government grants a plus 

 Excellent written, verbal and interpersonal communications skills 

 Proficient in MS Office Suite 



 Demonstrated experience using a donor database for grant tracking (Salesforce 

preferred) 

 Ability to manage multiple deadlines and grant proposals at once 

 Detail oriented 

 Ability to handle fluctuating priorities with a positive and energetic attitude 

 Enjoy working in a service-oriented, collaborative team environment 

 Able to participate in physical activities common to office work environment, computer 

work, event set-up and take down. 

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

 
 

 

 


