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OVERVIEW 
Grand St. Settlement was founded in 1916, in the middle of New York City’s settlement house boom, a 
response to the emergent needs of immigrant populations flocking to lower Manhattan. Community 
activists and philanthropists recognized the need for neighbors to work together in order to break cycles 
of poverty; the original settlement house model encouraged neighbors to give of their time, talents, and 
resources in order to lift one another out of poverty, build a community, and in turn enrich the quality of 
their own lives.  
 
A history steeped in advocacy and social change enables the agency to consistently grow in size 
and impact.  Today, Grand St. Settlement serves thousands of New Yorkers in Manhattan and 
Brooklyn with a continuum of human services and programs for all ages. Thanks to a 
commitment to inclusive diversity and cultural competency, Grand St. Settlement continues to 
evolve, a true reflection of the communities it serves.  An historic milestone is fast approaching. 
In 2016 the agency celebrates its 100th anniversary, marking a century as a cornerstone of the 
New York City philanthropic community. 
 
JOB SUMMARY 
This is an exciting time to join the development and communications team, which is actively building 
awareness of Grand St. Settlement's present and future needs, and encouraging various constituencies 
to provide significant long-term support of Grand St. Settlement and its programs. Much of the 
organization’s $22M budget is comprised of government contracts and foundation grants. There is 
tremendous opportunity to grow this portfolio. The Grants Writer will be a critical member of the 
Institutional Fundraising team, reporting to the Institutional Giving Manager, working closely with the 
Director of Development. 
 
EDUCATION, EXPERIENCE AND SKILL REQUIREMENTS 

 Bachelor’s degree  

 Minimum of two years’ experience with grant writing with demonstrated success 

 Preference for experience with government grants 

 Previous experience with non-profit fundraising 

 Experience working in deadline-drive environments 

TITLE: Grant Writer 
DEPARTMENT: Development and Communications 
LOCATION:  
REPORTS TO: 

Lower East Side, Manhattan 
Institutional Giving Manager 

SALARY RANGE: 
DATE:  

$45,000 to $60,000 based on experience, plus excellent benefits 
October 2016  



 Able to work well in a team environment, handle multiple assignments and meet deadlines 

 Strong written communication skills; ability to write clear, structured, articulate and persuasive 
proposals 

 Solid editing skills 

 Attention to detail 

 Knowledge and familiarity with fundraising information sources and techniques for prospect 
research 

 Ability to work independently, as well as collaboratively, and to manage workflow to see projects 
through to completion 

 Commitment to Grand St. Settlement mission 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Help to set annual goals, and submit detailed annual plans for action to meet, and hopefully exceed, 
this annual goal.  Assist in overall implementation and evaluation of this plan on an ongoing basis.  

 Manage a portfolio of foundation and government grants including research, Letters of Inquiry, 
proposals, reports, meetings and site visits, budgets and stewardship including ongoing 
communication about Grand St. Settlement and the programs of interest. 

 Support the development of annual case statements for giving. 

 Package current programs into discrete potentially fundable units. 

 Support the development of proposals to meet institutional advancement needs such as research 
and evaluation, professional development, and capacity building. 

 Maintain a comprehensive list of materials critical for institutional donors that are up-to-date, 
readily accessible by the development team, to maximize efficiency.  

 Maintain a solid working relationship with program staff across Grand St. Settlement.  

 Prepare proposals when current government grants enter a competitive renewal process. Develop 
proposals in response to government Requests for Proposals when warranted and the opportunity 
fits squarely with Grand St. Settlement’s business plan. 

 Keep current on philanthropic trends in institutional giving. Review literature. Develop new 
relationships with like-minded foundation affinity groups. Network with peers and/or engage in 
professional development opportunities. 

 Maintain current records in database, including grant tracking and reporting.   

 Assist with other fundraising projects as requested.  
 

HOW TO APPLY 
Please send an email using subject header “Grant Writer” with 1) your resume, 2) a cover letter 
outlining how your skills and experience meet the requirement of the position and how you heard about 
this opportunity, 3) a relevant writing sample, and 4) three professional references that we can contact 
(at least one should be from a former supervisor) to: development@grandsettlement.org 
 

No phone calls, please. 
EOE 

 

mailto:development@grandsettlement.org

