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CAROLINA YOUTH DEVELOPMENT CENTER 
JOB DESCRIPTION 

 
POSITION TITLE: GRANT WRITER 

 
FLSA Classification:  Part-time/Exempt 

 
Supervisor’s Title:  VP of Advancement 
 
OVERALL JOB PURPOSE: 
 
As part of the Development Team, the grant writer will assemble and submit grant 
requests and reports, establish and maintain contact and relationships with foundation 
contacts, conduct prospect research and maintain a calendar of submissions and other 
deadlines. Specifically, this staff is responsible for writing proposals for both unrestricted 
operating revenue and restricted projects and for submitting timely and accurate reports 
for all existing grant funded projects.  
 
The successful candidate will promote the spirit of teamwork, demonstrate the ability to 
be a good colleague, strive to continuously improve the quality of the agency and self; 
accept cultural and individual differences, uphold the vision and mission of the agency 
and actively participate in agency initiatives to achieve these goals. 
 

JOB RESPONSIBILITIES: PERCENT 

 
Responsible for conducting the full range of activities required to prepare, submit, 
manage and report on grant proposals to foundation and corporate sources. 
Perform prospect research on foundations and corporations to evaluate 
prospects for corporate and foundation grants. Maintain an understanding of 
institutional history and programs. 
 

1. Write grant proposals for both unrestricted operating revenue 
and restricted projects. Keep accurate and current records to 
ensure complete applications are submited in a timely manner. 

60% 

2. Comply with all grant reporting as required by 
foundation/corporate donors. Work with finance to gather 
information necessary to report to corporate/foundation funders 
on current grant programs. 
 

20% 

3. Perform thorough prospect research on granting organizations. 
Identify potential new, grant sources that match the mission and 
interests of CYDC.  

10% 
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4. Maintain current records in collaboration with Development 
Team in paper and electronic files. Communicate with staff when 
tracking statistics is needed. 

10% 

 
Contacts: Contact with government, corporate, and foundation donors. Has contact 
with all levels of staff within the organization. 
 
Decision Making Authority:  Must be able to make effective decisions regarding 
grants including prospect research, writing, reporting, tracking and schedule 
management.  
  
Major Challenges: 
 
1. Ability to successfully obtain funding sources to meet fundraising goals. 
 
2. Effective grant composition, management and reporting. 
 
3. Research new prospect, grant funding sources. 
 
Functional Knowledge: Knowledge of grant writing and grant prospect research 
strategies. Strong written communication skills; ability to write clear, structured, 
articulate and persuasive proposals. Strong editing skills with attention to grammar 
detail. Ability to meet deadlines. Knowledge and familiarity with research techniques for 
fundraising. Knowledge of Raiser’s Edge helpful, not required. Internet and general 
computer skills. 
 
Experience:  Past, proven proposal writing experience with at least 1 year of 
nonprofit/grant writing experience preferred. Experience in a team environment, 
handling multiple assignments and meeting deadlines. 
 
Necessary Special Requirement: Applicants must undergo criminal, child abuse and 
health background checks. CYDC will consider all applicants fairly and will review 
background check results to determine whether they affect the applicant’s suitability for 
the job. 
 
Responsibility Level:  Mid-level position. 
 
 
Preparer’s Signature:  ___________________________  Date:  _____________ 
 
 
Approver’s Signature: ___________________________  Date:  _____________ 


