
 

Position Description 

Date Posted: Dec 3, 2019 

Position Title: Grants Manager 

Immediate Supervisor: Vice President of Development 

Category: Part-time, regular 

Schedule: 20 hours per week, on a recurring schedule Monday through Friday. Some evening 

and weekend hours required. 

Benefits eligible? Partial, per Employee Handbook. 

Mission Statement:  To inspire people to care for the environment by providing experiences 

that lead them to understand their connection to the natural world. 

Philosophy: Each member of the Kalamazoo Nature Center team is expected to actively 

support the KNC mission of connecting people to nature while representing customer care 

standards that reflect the organization’s professionalism. 

Position Summary:  The Grants Manager is a revenue-generating function within KNC’s $3.0M+ 

annual operating budget. This function provides critical connection to local, regional, and national 

granting institutions for the purpose of supporting KNC’s programs, events, and activities. The 

Grants Manager coordinates organization-wide grant activity, including (but not limited to) research, 

letters of interest, applications, reports, ensuring overall compliance with grant requirements, and 

maintaining positive relationships with both public and private granting institutions. 

Primary Duties:  

 Lead and coordinate organization-wide goal of securing $200,000+ in grant funding annually 

 In collaboration with multiple departments, assess organizational grant funding priorities 

 Work cross-departmentally to develop grant strategies that translate into successful proposals 

 Identify and research potential grant funding sources 

 Establish & maintain positive, strategic relationships with grant funders 

 Maintain comprehensive calendar of grant deadlines 

 Send monthly notices to KNC staff related to upcoming grant opportunities 

 Initiate, lead and coordinate grant processes as appropriate 

 Manage timelines and deliverables related to grant applications and reports\ 

 Finalize grant applications, assuring completeness of information 

 Maintain collection of KNC stock information for use across various applications 

 In collaboration with appropriate staff, write, edit, and submit letters of intent, applications, 

and reports 

 Actively solicit, receive, and incorporate content from KNC colleagues as needed 

 Actively solicit, receive, and incorporate edits from proof readers 

 Maintain portfolio of 20-40 private and corporate foundations 

 Document contact with foundation representatives in Raiser’s Edge 



 

 Articulate grant-related fundraising goals appropriately and effectively 

 Develop policies and procedures that support timely and transparent documentation of 

grant activity 

 

Secondary Duties & Team Support: 

 Keep the Vice President of Development abreast of all grant-related activity 

 Attend and positively support special, on-site KNC events  

 Represent the Development Department and KNC generally at occasional, off-site events 

 Work with KNC Communications Team to ensure all grant-related materials are accurate and 

professional in appearance 

 Actively participate in all department and all-staff meetings. 

 Actively participate in Standing or Special Staff Committees as assigned by supervisor 

 Actively participate in annual staff evaluation processes 

 Other duties as assigned by supervisor or President & CEO 

 

Qualifications: 

 Commitment to KNC mission & vision 

 Minimum Bachelor’s Degree in related field (e.g. nonprofit administration, business 

management, etc.) 

 Minimum 5 years grant management experience 

 Proven track record in successful grant writing 

 Strong interpersonal skills 

 Excellent communication skills, both written and verbal 

 Demonstrated self-direction within established job parameters 

 Proven ability to work collaboratively in a cross-disciplinary environment 

 Demonstrated ability to contribute in a team setting, taking initiative for own tasks and seeing  

relationship to a team’s/organization’s success 

 Highly developed organizational skills; detail-oriented 

 Able to work discretely with highly sensitive and confidential information 

 Demonstrated ability to establish and manage annual budgets 

 Proficient with the Microsoft Office suite of products (Outlook, Word, Excel, PowerPoint, etc.) 

 Experienced with data entry and management; prior work with Raiser’s Edge preferred. 

 Valid Michigan driver’s license 

 
The Kalamazoo Nature Center is an equal opportunity organization that will not discriminate 

in its programs or hiring practices on the basis of race, color, religion, gender, age, ethnic origin, 

physical or mental disability, veteran status, height, weight, sexual orientation or gender 

identity, marital status, or political affiliation.  

To Apply: Submit cover letter and resume to Lorie Breazeale at lbreazeale@naturecenter.org 

The deadline to submit applications is: December 31, 2019 


