
 

Grant Proposal Specialist 
The mission of this position is to plan, develop, and submit grant proposals for federal, 

state, and private grant funding in collaboration with agency divisions and departments 

and, as assigned, with other agencies and organizations.  

 

A full time position with CenClear with excellent benefits.  

 

An interview for this position will require to provide a written narrative about why you are 

interested in this position and what skills and assets you possess that qualify you for the 

position (no more than one- or two pages). 

 

 

Description of Services 
 
Participates in discussions with the Director of Grant Services, program coordinators 
and/or other leadership staff regarding. specific program and related funding needs, 
Participates in Grants Office discussions and prioritizations regarding agency and 
specific departmental needs, Conducts grant searches utilizing Internet resources, grant 
guides (both online and hard-copy) and other resources, Works to develop information 
networks to further identify grants and funding opportunities, Reviews grant application 
guidelines for appropriateness, eligibility requirements, scope of work, financial 
requirements, and due dates, Actively participates in planning meetings related to grant 
projects, which may include leading and facilitating these meetings, Works with the 
Director of Grant Services and appropriate agency staff to develop project timetables, 
Gathers data and research to be used in grant applications and projects, Serves as in-
house reviewer and editor for grant proposals and applications, As assigned, serves as 
principle author for grant projects and applications, Works collaboratively to develop 
evaluation designs as required for individual projects, Works with fiscal staff to gather 
information and prepare project budgets as part of grant applications, Oversees 
submission of assigned grant applications to ensure completeness, professional 
appearance, and timeliness, Completes in-house documentation required for each 
submitted application and ensure copies are distributed to all appropriate parties, 
Tracks submitted applications and anticipated dates for funding decisions, Assists in 
writing or editing agency related documents as may be requested, Please note this job 
description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee for this job. Duties, 
responsibilities, and activities may change at any time with or without notice.  

 

Qualifications: 

 Minimum of a four-year degree in Education, Human Services, Communications, 

Journalism, or a related field  

 Significant coursework involving written reports, term papers, and/or related 

projects  

 Experience in developing grant proposals preferred 

 Budgeting experience preferred 



 Experience working with groups to complete assignments  

Must obtain the following Clearances: 

 PA Criminal Record (State Police), https://epatch.state.pa.us, 

 Child Abuse History Check, www.compass.state.pa.us/cwis 

 FBI Clearance, https://uenroll.identogo.com/, 

 Mandated Reporting Certificate, www.reportabusepa.pitt.edu. 

  

Physical Abilities: 

 Ability to reach over-head.  

 Lift and carry objects over thirty (30) pounds. 

 Bend to reach objects from the floor. 

 Stand for extended period of time with reasonable breaks. 

 Operate office machines. 

 Sit for extended period of time with reasonable breaks. 

 Vision and hearing within normal limits 

  

Benefits 

 Full-time employees are eligible for health insurance, life insurance, 401(k), Short 
Term Disability, and paid time off. 

 

Please send resume to resume@cenclear.org by August 3, 2018. 
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