COMMUNITY >
FOUNDATION

of Greater Muscatine
Community Grant Writer

As Community Grant Writer, you’ll align funding opportunities with community priorities, develop compelling grant
applications, and build collaborative relationships with funders and local partners. You'll stay informed about
community needs, projects, and funding opportunities and help bring additional grant resources to Muscatine County in
support of identified priorities.

You'll proactively manage the grant development pipeline, coordinating timelines, priorities, information, and partners
to develop and submit timely, accurate, and competitive grant applications. You’ll join a team that cares deeply about
this community and works collaboratively to turn shared priorities into action.

The Difference You'll Make

Your work will help translate important community priorities into compelling, fundable projects. By connecting the right
opportunities, partners, information, and stories, you’ll help secure resources that make meaningful community
initiatives possible.

The work requires strong writing, thoughtful coordination, and careful attention to detail. The opportunity to contribute
directly to meaningful community progress is real.

What You'll Do

e Develop and maintain collaborative relationships with funders, local partners, and community leaders ensuring
timely and professional communication.

e Maintain a strong working knowledge of community priorities, data, projects, and programs.

e Research and identify funding opportunities and match them with community projects and priorities.

e Lead the writing, editing, submission, and management of compelling grant proposals, ensuring clarity, accuracy,
timely completion, and adherence to funder guidelines.

e Collaborate with internal and external partners to gather project information, data, and supporting materials;
communicate expectations and deadlines; and follow up to keep proposals moving forward.

e Manage a pipeline of current and prospective grant opportunities, using appropriate systems and tools to track
status, deadlines, next steps, responsibilities, and anticipated funding.

e Anticipate workload and resource needs and support forecasting and prioritization across multiple grant
opportunities and community projects.

e Develop persuasive narratives that highlight project impact, outcomes, and organizational strengths.

e Facilitate the Muscatine County Grant Writers’ Network, including planning periodic meetings.

e Maintain appropriate grant records and provide periodic updates to the City of Muscatine, Muscatine County,
and other partners, as appropriate.

e Ensure timely and professional communication with internal and external partners.

e Perform other responsibilities assigned by the supervisor that support community priorities and the successful
development and administration of grant-funded initiatives.

Work closely with the Grant Collaborative and other community leaders on shared projects. The Grant Collaborative
currently includes representatives from CFGM, the City of Muscatine, and Muscatine County and helps prioritize
grant opportunities to support strategic alignment and community benefit.

This Could Be a Great Fit If...
e You enjoy turning complex information and community needs into clear, persuasive stories.
e You're highly organized and comfortable coordinating multiple proposals, partners, priorities, and deadlines.
e You communicate proactively, ask thoughtful questions, and follow through on commitments.
e You enjoy building collaborative relationships and bringing the right people and information together.
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e You're curious about community needs, programs, data, and funding opportunities.
¢ You work well independently and as part of a team and are responsive to feedback.
e You approach sensitive information and community relationships with professionalism, discretion, and integrity.

What You Bring

e Abachelor’s degree in English, marketing, communication, technical communication, public policy, social work,
or a related field; with 2-3 years of relevant experience preferred.

e Superior verbal and written communication skills.

e Strong, proven ability to write clear, concise, and persuasive narratives.

e Excellent organizational skills and attention to detail.

e Excellent collaborative skills, including responsiveness to feedback and proactive problem-solving.

e Ability to work with limited supervision and as part of a team while effectively managing multiple and
sometimes competing priorities and deadlines.

e Strong process- and project-management capabilities. Formal project-management experience is not required,
but the successful candidate must demonstrate an aptitude for learning and consistently applying planning,
prioritization, system management, stakeholder coordination, and forecasting practices.

e Strong interpersonal skills and the ability to handle sensitive and confidential information with appropriate
professionalism and business etiquette.

e An affinity for philanthropy, the role of non-profits in strengthening communities, along with a commitment to
diversity, equity, and inclusion.

Tools You’ll Use
Microsoft Suite | Asana Project Management | Grant Research and Management Platforms | Mapping/Data Platforms |
Canva/Adobe Creative Suite

Location and Travel
Based in Muscatine County. Regular local travel is required; occasional additional travel may be necessary. A valid
driver’s license and reliable transportation are required.

Compensation and Classification

Classification: Full-time, exempt

Reports to: Director of Community Innovation

Compensation: Competitive and commensurate with experience, with benefits included

Additional Information

Attendance, punctuality, professional appearance, and professional conduct are required. The successful candidate must
consistently demonstrate confidentiality, honesty, and integrity. Candidates may undergo skills verification through
TEMP Associates.

Equal Opportunity Employer

The Community Foundation of Greater Muscatine follows an equal opportunity employment policy and employs personnel
without regard to race, creed, color, ethnicity, national origin, religion, sex, sexual orientation, gender expression, age,
physical or mental ability, pregnancy, veteran status, military obligations, and marital status. This policy applies to hiring,
internal promotions, training, opportunities for advancement, and terminations.

Page 2 of 2



	Community Grant Writer

