ERIE CITY MISSION

Position Title: Grant Writer

Reports to: Director of Development
FLSA Status: Nonexempt, Hourly

Job Type: Part-Time, Hybrid
Compensation: $18.00/hr.

Work Week: 20 hrs./wk., Monday - Friday

Job Summary

Reporting to the Annual Fund Manager the Grant Writer is responsible for researching, preparing,
submitting, and managing grant proposals/reports that support the Erie City Mission’s goals and
meet funder guidelines and criteria. This role serves as the primary grant writer, assists in
managing funder relationships, engages in compliance reporting, and supports special project
initiatives.

Responsibilities
Essential Functions:
= Using the organizations grant software, research and identify private grants available and the

criteria that supports the Erie City Mission’s vision and values, as well as funding needs.

= Compile necessary information for application of grants by collaborating with department
heads. Communicate with Annual Fund Manager on proposal strategies and progress.

= Draft and complete two to three grant applications a month according to application
requirements. Prepare narratives, complete forms, and coordinate application components
with appropriate departments.

= Ensure grants are submitted on time and within application parameters.
= Develop and maintain funder relationships before, during, and after the grant process.

= Prepare reports for awarded grants and ensure compliance by collecting and organizing grant
data financial records, and progress requirements. Compile reports that detail how funds
were used, the progress made toward grant objectives, and measurable objectives.

= Monitor post-award activities to ensure compliance with applicable regulations,
requirements, and reporting.

= Develop a deep understanding of program content—understanding needs in relations to the
Erie City Mission’s Program, Social Enterprise, General Operations, and relationships with the
communities we work in.

Education & Experience

Bachelor’s degree in communications, marketing, or a related field. A minimum of two year’s grant
writing experience with proven success in securing grant monies.



Skills & Abilities

The Erie City Mission considers every position one of Christian ministry and every person a vital and
valued part of our team. Therefore, it is essential that all employees of the Erie City Mission have a
personal relationship with Jesus Christ and subscribe to our Statement of Faith and Core Values.

= Ability to write clearly, concisely, and effectively.

= Strong editing and proofreading skills.

= Strong computer skills, including proficiency with Microsoft Office; Word, Excel, PowerPoint.

= Strong administrative skills, and detail oriented; demonstrating accuracy working with data
entry and analysis.

= Knowledge of Al grant software or Al powered search tools preferred.
= Excellent interpersonal, organizational, and problem-solving skills.
= Possess strong verbal and written communication skills.

= Capable of exercising sound judgment and comfortable in asking questions, when necessary,
in order to maintain the integrity of the department.

= Ability to prioritize work and multitask while adhering to deadlines.

= Ability to take responsibility, to work well as a team member, and to work independently
without supervision within the scope of normal duties and responsibilities.

= Adaptable and flexible to situations and priorities.
= Able to sit and work on a computer for long periods of time.
= Personal qualities of maturity, humility, strong work ethic, and a roll-up-my-sleeves attitude.

= Demonstrated experience with and sensitivity to varying cultural, ethnic, and social
backgrounds, values, and attitudes.

Physical Demands

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is primarily sedentary, sitting for long periods
of time and is regularly required to stand, walk, use hands to finger, handle, or feel and talk or hear.
The employee is frequently required to reach with hands and arms. The employee is occasionally
required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell.

The employee must regularly lift and/or move up to 10 pounds, frequently lift and/ or move up to
25 pounds and occasionally lift and /or move up to 50 pounds.

Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and ability to adjust focus. Contact with computer screen for
long periods of time is required.



Other

This position is hybrid, primarily working remote with a required in-office presence approximately
once per week or as needed for meetings and collaboration.

Benefits

Part-time employees after 90 days receive:
= 401(k) with generous 5% company match
= Paid sick and personal days (prorated)
= Paid holidays (prorated)

To Apply: Interested applicants should submit a cover letter, resume and, references to
lhiles@eriecitymission.org
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