
Grants and Contracts Coordinator 

Department: TPC-Administration 

Operating Unit: The Providence Center 

Location: Providence, RI 

Job ID: 9453 

Job Status: Full Time 

Shift: Days 

End Date: none 

Salary Range: $41,750-$60,250 

Job Summary: Responsible for all aspects of The Providence Center’s grants and contracts coordination 

including planning, research, relationship building, application and reporting for federal, state, private 

foundations and corporate grants. This position involves frequent interaction with funders, staff and 

their respective programs to secure financial support required to pursue The Providence Center’s 

strategic needs. The Grants and Contracts Coordinator is responsible for securing funding through grant 

writing, cultivating relationships with current and new funders, maintaining professional relationships, 

and acting as a community liaison. Works with external evaluators and members of The Providence 

Center staff to ensure program success is measured and outcomes are communicated to internal and 

external constituencies. 

Responsibilities 

Planning:  

 Work with organizational leadership to identify strategic priorities. 

 Work with senior and program management to identify needs within priority areas. 

 Research federal and local government and foundation and legislative trends. 

 Identify funding prospects. 

 Match organizational needs and priorities to grant makers’ funding strategies and funding 

trends. 

 Determine what prospects to pursue based on funding strategies and organizational planning. 

 Develop and maintain Development calendar. 

 Create and maintain a grant work plan that includes (1) overall insights; (2) federal funding 

opportunities; (3) research opportunities; (4) private funding opportunities; (5) state funding 

opportunities; (6) legislative outreach; (7) individual donor outreach; (8) funding trends; (9) 

follow-up for current funding. 

 Develop prospect list with priority and need matches, current and targeted funders, deadline 

dates, proposal amounts and information on grants received or denied to review monthly with 

President, VP, and Chief Development Officer. 

 Develop case statements for organizational needs. 

 Educate board and management on grant process and collaboration through presentations. 

 Cultivate TPC staff, foundation, corporate, and community relationships to leverage funding and 

partnerships. 

 Provide resources and research to assist staff in presentations. 



 Act as partnering organization liaison and provide support and consultation for community 

partnership applications. 

 Maintain all federal, state and foundation regulations and eligibility requirements for 

applications—documentation, pre-registration, required webinars, passwords, eligibility, etc. 

 Build knowledge base around the varying application requirements of federal, state and city 

agencies and foundation and corporate applications. 

Proposal Development:  

 Develop prospect reports for review by relevant program manager, Chief Operating Officer and 

Chief Financial Officer. 

 Work with program staff and relevant senior leadership to develop program and staffing for 

each proposal. 

 Work with funders to identify best match and gather further information regarding RFP 

 Manage funding contacts and partnerships. Serve as primary grant point of contact for funding 

agencies, TPC staff and partnering agencies. 

 Work with finance to develop proposal budgets. 

 Research needs assessment, evidence-based practices and models to support proposals. 

 Manage and compile information from multiple parties. 

 Organize, develop and write proposals. 

 Finalize and submit application and all documentation to the funding agency, ensuring 

compliance with funder regulations. 

Award Compliance:  

 Conduct orientation meetings with departments and programs who are awarded grants. 

 Ensures compliance with all grant terms and conditions. 

 Serve as funder/program liaison. 

 Manage the tracking of existing grants; develop/maintain internal reporting/tracking systems. 

 Work with department directors and other staff to acquire and compile data for applications 

and reports. Maintain a thorough calendar of due dates related to collecting data from 

department directors for applications and reports. 

 Work with department directors and program leaders to develop and implement strategies to 

gauge program success and outcomes. 

 Work with other staff to communicate outcomes internally and externally. 

Maintain cooperative relationships with staff, outside agencies and the public:  

 Work in cooperation with co-workers and supervisory staff. 

 Deal with co-workers regarding problems in a constructive manner. 

 Accept and use direction and supervision. 

 Benefit from constructive criticism. 

 

Qualifications: 



 Education: Bachelor’s degree required 

 Experience: Three years of successful public/private sector and federal grant writing experience 

required, preferably in health care or in a social services field. Knowledge of Rhode Island 

market strongly preferred. Writing samples to be submitted on request. 

 Other skills and abilities: Excellent written and verbal communication skills required. Must be 

able to gather information from several sources and generate comprehensive 

reports/applications. Must possess good computer and typing skills. Computer literacy in 

Microsoft Office applications, ability to work independently and collaboratively required. 

 

Apply by clicking here: Grants and Contracts Coordinator - Careers At Care New England (hrmdirect.com) 

https://carenewengland.hrmdirect.com/employment/job-opening.php?req=1551119&&cust_sort1=-1&cust_sort2=-1&&nohd#job

