HOUSTON AREA WOMEN’S CENTER
JOB DESCRIPTION______________________________________________________

TITLE:

Manager of Annual Giving and Government Grants
GENERAL

Responsible for managing annual giving program (mail/online 
DESCRIPTION:
campaigns and foundation/corporate proposals) and government grant applications and reports
SUPERVISOR:
Dual reporting relationship – Vice President of Development and Chief Compliance Officer
STATUS:

Exempt
ESSENTIAL FUNCTIONS OF THIS POSITION:

1. Plan and carry out annual giving program, including mail and online campaigns as well as private grants

2. Write and submit grants and reports to governmental and private funding sources
3. Work with program and senior management regarding government grants and program support grants from corporations and foundations

4. Oversee public and private grants processes from submission through contracts, corrections, reporting to year end, ensuring signatures and proper return

5.  Research new funding opportunities from private and public sources

6. Maintain ongoing communications with annual donors, corporations, foundations, and government granting agencies
QUALIFICATIONS: Bachelor’s degree




  Minimum of two years, (3-5 years preferred) of experience in a n



nonprofit fundraising environment




  Minimum of two years grant writing experience




  Experience with writing grants to governmental sources
DUTIES AND RESPONSIBILITIES:
Grant research, preparation, submission and reporting
1. Research public and private grant prospects 
2. Attend funding conferences as required by funding entities
3. Establish and sustain relationships with foundation and corporate grant officers 
4. Develop, complete and submit grant applications and proposals adhering to strict timelines and proposal requirements
5. Maintain grant files and tracking systems to ensure timely proposal submission and progress reporting
6. Attend staff meetings to discuss grant development and updates on grant timelines
7. Identify problems, develop and implement solutions and where necessary, work with supervisors to facilitate coordination with other grant functions and other departments within the agency
8. Prepare correspondence and communication with funders as necessary
9. Prepare reports to funding organizations in a timely manner

Annual Giving Program
1. Develop integrated plan and calendar for annual giving program, including both mail and online campaigns
2. Draft donor correspondence/materials to implement campaigns, with input and support from Communications Department staff
3. Track and analyze performance of campaigns relative to established goals
4. Research donor prospects
5. Assist in maintaining current, accurate information in the donor database 
Administrative

1. Initiate, retrieve, and/or respond to e-mail, voice mail, and written correspondence in a timely manner
2. Participate in all meetings as required or needed
3. Complete and submit all necessary paperwork for payroll, reimbursement and leave in a timely manner
SKILLS AND KNOWLEDGE:

1. Excellent verbal and written communications skills
2. Highly developed organizational skills and ability to multi-task

3. Ability to prioritize and meet strict deadlines
4. Proactive, strategic in approaching projects and campaigns

5. Attention to detail
6. Ability to write using prescribed format as requested by funder and conforming to all rules of punctuation, grammar, and style

7. Knowledge of current best practices in fundraising, including internet and social media fundraising 

8. Strong analytical skills

9. Knowledge of constituent management systems (donor database) software and best practices
10. Proficient with Microsoft Office suite
11. Ability to work with others in a cooperative manner
12. Understanding and sensitivity towards the issues of domestic and sexual violence
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