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GRANT WRITER 
 

GrantWriterUSA 
 Grant Writing Team Requirements 

 
 
 
GrantWriterUSA (GWUSA) is an independent grantwriting organization with a dynamic team of 
grantwriters with over 80 years of combined Nonprofit and For-profit business development 
experience; GWUSA seeks an experienced professional to join its management team as a 
Grant Writer.  The individual selected will identify, define, and develop funding sources to 
support existing and planned program activities as well as coordinate the development, writing, 
and submission of grant proposals to third-party entities.  The position is also responsible for 
collecting, analyzing, and reporting data on the performance of program activities that are 
funded by third-party public and private sources. Position reports to the Grant Program Director.  
 
Qualifications: Bachelor’s degree or have worked in related discipline with a minimum of three 
years of related experience and a proven track record in grant writing and program 
development.  Candidate must have excellent written and verbal communication skills, be 
proficient in research, interpreting, and analyzing diverse data and possess the ability to work 
collaboratively and independently to achieve stated goals.  
Positions open until filled.  Resumes/applications are available:  Please fax (702-435-1232) or 
email resume, references (3), and salary requirements to Anthony (info@grantwriterusa.com) 
 

GRANT WRITER – Job Description 

 
SUMMARY  

Qualified candidates should possess excellent writing and computer skills (Microsoft Office Word, Access, 
Powerpoint and Excel), and database management skills.  The candidate must be highly organized with 
the ability to implement systems and follow-up processes, able to effectively work under pressure, use 
independent judgment and produce a quality work product within tight time constraints.  Previous 
experience will demonstrate a proven track record in securing new funding opportunities; comprehensive 
knowledge of research, and the ability to distinguish and identify funding opportunities for special 
programs.  
 
Primary responsibilities include preparation of proposals and grant applications, and performance of 
responsible professional and administrative work in researching, identifying, developing and responding 
to public and private grant opportunities in the areas of Agriculture/Food/Farming, Animal Welfare, Arts 
and Cultural Programs, Business Incubation/Development, Christian Programs, Youth and Children, Civil 
Rights, Community Development, Crime Legal Law, Disaster Relief, Education, Employment/Jobs, 
Energy and Environment, Healthcare Services, Housing, Human Services, Medical/Research, Mental 
Health, Public Affairs, Recreation/Sports, Social Services, Technology. 
 
 
Work is performed under broad direction of the Grants Director with the majority of work performed 
independently. 
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ESSENTIAL DUTIES AND RESPONSIBILITIES:  
 
Researches and identifies new government, corporate, foundations and private funding prospects. 
 
• Generates proposals and supporting documents in response to solicitations. 
• Generates revenues for Client programs and services through timely submission of well-researched,   

well written and well-documented grant/fund-raising proposals. 
• If required supervise other consultants hired by Clients for specific writing purposes. 
• Maintains and implements funding calendar activities, including cultivation activities. 
• Writes reports to government, corporate, foundations and other funders.  
• Acts as liaison with program staff. (If needed) 
• Identifies funding opportunities and new program areas to match client’s priorities, using research tools. 
• Serves as a liaison to all funding agencies or organizations. (If needed) 
• Engages with program officers at organizations to solicit invitations to submit proposals. 
• Special projects as needed. 
 
COMPETENCIES: 
  To perform the job successfully, an individual should demonstrate some or all of the following 

competencies: 
• Analytical - Synthesizes complex or diverse information; collects and researches data; uses intuition 

and experience to complement data; designs work flows and procedures. 
• Design - Generates creative solutions; translates concepts and information into images; demonstrates 
  attention to detail. 
• Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes  

information skillfully; develops alternative solutions; works well in group problem solving situations; uses 
reason even when dealing with emotional topics. 

• Technical Skills - Assesses own strengths and weaknesses; pursues training and development 
  opportunities; strives to continuously build knowledge and skills; shares expertise with others. 
• Customer Service - Manages difficult or emotional customer situations; responds promptly to customer 
  needs; solicits customer feedback to improve service; responds to requests for service and assistance;     

meets commitments. 
• Interpersonal Skills - Focuses on solving conflict, not blaming; maintains confidentiality; listens to 

others without interrupting; keeps emotions under control; remains open to others' ideas and tries new 
things. 

• Oral Communication - Speaks clearly and persuasively in positive or negative situations; listens and 
gets clarification; responds well to questions; demonstrates group presentation skills; participates in 
meetings. 

• Written Communication - Writes clearly and informatively; varies writing style to meet needs; presents 
  numerical data effectively; able to read and interpret written information. 
• Teamwork - Balances team and individual responsibilities; exhibits objectivity and openness to others'   

views; gives and welcomes feedback; contributes to building a positive team spirit; puts success of team 
above own interests; able to build morale and group commitments to goals and objectives; supports 
everyone's efforts to succeed. 

• Visionary Leadership - Inspires respect and trust; mobilizes others to fulfill the vision. 
• Change Management - Develops workable implementation plans; communicates changes effectively; 

builds commitment and overcomes resistance; prepares and supports those affected by change; 
monitors transition and evaluates results. 

• Leadership - Exhibits confidence in self and others; inspires and motivates others to perform well; 
effectively influences actions and opinions of others; accepts feedback from others; gives appropriate 
recognition to others 
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• Quality Management - Looks for ways to improve and promote quality; demonstrates accuracy and 

thoroughness. 
• Business Acumen - Understands business implications of decisions; displays orientation to profitability; 
  demonstrates knowledge of market and competition; aligns work with strategic goals. 
• Cost Consciousness - Works within approved budget; develops and implements cost saving   

measures; contributes to profits and revenue; conserves organizational resources. 
• Diversity - Demonstrates knowledge of NPO’s guidelines; shows respect and sensitivity for cultural 

differences; educates others on the value of diversity; promotes a harassment-free environment. 
• Ethics - Treats people with respect; keeps commitments; inspires the trust of others; works with integrity 

and ethically; upholds organizational values. 
• Organizational Support - Follows policies and procedures; completes administrative tasks correctly 

and on time; supports organization's goals and values; benefits organization through outside activities; 
supports affirmative action policies and respects diversity. 

• Strategic Thinking - Understands organization's strengths and weaknesses; analyzes market and 
  competition; identifies external threats and opportunities; adapts strategy to changing conditions. 
• Judgment - Displays willingness to make decisions; exhibits sound and accurate judgment; supports 

and explains reasoning for decisions; includes appropriate people in decision-making process; makes 
timely decisions. 

• Motivation - Sets and achieves challenging goals; demonstrates persistence and overcomes obstacles; 
  measures self against standard of excellence; takes calculated risks to accomplish goals. 
• Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans for additional 
  resources; sets goals and objectives; organizes or schedules other people and their tasks; develops 

realistic action plans. 
• Professionalism - Approaches others in a tactful manner; reacts well under pressure; treats others with 
  respect and consideration regardless of their status or position; accepts responsibility for own actions; 

follows through on commitments. 
• Quality - Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality; 

applies feedback to improve performance; monitors own work to ensure quality. 
• Quantity - Strives to increase productivity. 
• Adaptability - Adapts to changes in the work environment; manages competing demands; Changes 
  approach or method to best fit the situation; Able to deal with frequent change, delays or unexpected 

events. 
• Attendance/Punctuality - Ensures work responsibilities are covered when absent; arrives at meetings 

and appointments on time. (if applicable) 
• Dependability - Follows instructions; responds to management direction; takes responsibility for own 

actions; keeps commitments; commits to long hours of work when necessary to reach goals; completes 
tasks on time or notifies appropriate person with an alternate plan. 

• Initiative - Volunteers readily; undertakes self-development activities; seeks increased responsibilities; 
takes independent actions and calculated risks; looks for and takes advantage of opportunities; asks for 
and offers help when needed. 

• Innovation - Displays original thinking and creativity; meets challenges with resourcefulness; generates 
  suggestions for improving work; develops innovative approaches and ideas; presents ideas and 

information in a manner that gets others' attention. 
 
MINIMUM QUALIFICATIONS: 
  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.    
 
  The requirements listed below are representative of the knowledge, skills, and/or abilities required. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

• Knowledge, Skills and Abilities - Comprehensive knowledge of standard office practices, procedures, 
  equipment, and techniques; knowledge of adult learning techniques. 
• Education and/or Experience - Bachelor's degree with a minimum of three years related experience in    

grant writing and contract administration. 
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• Language Skills - Ability to read and interpret documents such as safety rules, operating and 
maintenance   instructions and procedure manuals; ability to write routine reports and correspondence; 
ability to speak effectively before groups of customers or employees of an organization. 

• Mathematical Skills - Ability to calculate figures and amounts such as discounts, interest, commissions, 
   proportions, percentages, area, circumference, and volume; ability to apply concepts of basic algebra 

and geometry. 
• Reasoning Ability - Ability to solve practical problems and deal with a variety of concrete variables in 
  situations where only limited standardization exists; ability to interpret a variety of instructions furnished 

in written, oral, diagram, or schedule form. 
• Computer Skills - Experience with and knowledge of computer operation; knowledge of Microsoft 

Office Suite (Word, Excel, PowerPoint, Outlook, etc.), and database applications. 
• Certificates, Licenses, Registrations - None. 
• Special Requirements – ( If necessary, occasional overnight travel within the state required. 
 
ESSENTIAL PHYSICAL REQUIREMENTS: 
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. 
Must be able to perform tasks which involve the ability to exert light physical effort in sedentary to light 
work on a daily basis. Tasks may involve extended periods of time at a keyboard or workstation. 
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