
Mid-America Science Museum 
Job Description 

Grants Coordinator 
 
 
 
Job Summary: 
 
The Grants Coordinator has a passion for education and the ability to convey organizational needs and 
opportunities in a compelling way both verbally and in writing.  The Grants Coordinator is responsible for 
sustaining and expanding the Mid-America Science Museum grants program through research, writing, and 
submission of grant proposals and reports. 

Department: Development 

Reports to: Director of Development 

Education: College level coursework 

Experience Required: Experience in general fundraising, grant writing, or prospect research preferred.  

Description of Duties: 

• Research corporate, foundation, and community-based funding opportunities and requests for 
proposals (RFPs) to develop a pipeline of current and prospective funders for the Museum’s 
operations, exhibits and programs. 

• Write grant proposals, letters of interest/inquiry, concept papers, and related materials for proposal 
submissions. 

• Communicate by phone, email, and in-person with current and prospective funders regarding 
proposal opportunities and submissions. 

• Complete necessary reporting and required information for grants awarded to the Museum. 
• Maintain a yearly timeline to ensure all grant related work is completed by the appropriate deadline. 
• Maintain grant related file system; utilize GiftWorks software for tracking grants, grant prospects, and 

funder interactions. 
• Provide assistance to the Director of Development to maintain GiftWorks, issue thank you letters, and 

run reports.   
• Become familiar with the goals, vision, and mission of Mid-America Science Museum by regularly 

attending appropriate meetings and engaging with other museum staff to effectively communicate 
with potential funders. 

• Be a part of the Museum Team and help provide the best visitor and donor experiences possible by 
being available to assist during peak visitation, special museum and community events. 

• Coordinate efforts with appropriate internal departments, staff, and volunteers. 

Requirements and Special Skills: 

• Ability to read and interpret documents such as reports, publications, and applications.  
• Ability to use a variety of online tools for researching corporations and foundations. 
• Demonstrates skill in business writing. 
• Detail-oriented; strong organizational skills. 
• Possesses initiative and the ability to work independently as well as in a team environment. 

 



 
 

• Excellent interpersonal and communication skills, both verbally and in writing. 
• Proficiency in Microsoft Office (Word, Excel, Outlook), and the Internet. 
• Work collaboratively with a diverse team of staff and volunteers. 
• Understand and commit to the mission and values of Mid-America Science Museum. 
• Valid driver’s license with reliable transportation 

Values-Based Behaviors:       

• Listens attentively to others.  Asks clarifying questions to gain a better understanding of the other 
person’s views and assumptions. 

• Works effectively in a team environment and actively participates in joint problem solving; willingly 
cooperates with co-workers. 

• Identifies and takes advantage of opportunities for personal and professional development. 
• Comes to meetings prepared and on time; honors work commitments; follows through on 

commitments; meets deadlines. 
• Collaborates with other work groups and outside organizations as appropriate, in a proactive and 

responsive manner. 
• Honors the private and confidential matters of co-workers.  Protects the proprietary and confidential 

information of Mid-America Science Museum and its funders. 
• Follows rules, regulations, and policies.  Positively contributes to implementing change. 

Americans With Disabilities Act (ADA) Requirements: 

Physical: Push/pull objects fewer than 20 pounds.  Perform moderately difficult manipulative skills such 
as typing, etc.  Sit for prolonged periods and reaches above shoulders. 

Sensory: Read fine prints on plans, legal documents, etc.  Distinguish normal sounds with some 
background noise, as in answering the phone, etc.  Able to speak clearly and be understood, 
while also understanding others, using the English language. 

Cognitive: Concentrate on fine detail with constant interruption.  Attend to task/function for more than 60 
minutes at a time.  Understand and relate to concepts behind specific ideas.  Remember multiple 
tasks/assignments given self and others over long periods of time, at least several months. 

 

To Apply:  Send cover letter and resume to donnaj@midamericamuseum.org by August 30, 2019.  

 

mailto:donnaj@midamericamuseum.org

