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POSITION: Grants Manager 

STATUS: Full-Time 

REPORTS TO:  Executive Director  

LOCATION: Providence, RI 

SALARY RANGE: $55,000 to $65,000 commensurate with experience 

 

Job Summary:   

Founded in 1976, Sojourner House provides crisis intervention services, permanent 

housing resources, and education programs to victims of domestic violence, sexual 

assault, and human trafficking.  Of its $4 million budget, approximately $3.2M of it is 

comprised of federal and foundation grants.  The Grants Manager will work with the 

Executive Director, senior management team, Finance Manager, and a part-time contract 

grant writer to seek new grant funding opportunities, ensure renewal of existing contracts, 

ensure accurate program data collection, and manage grant reporting requirements.   

 

Duties and Responsibilities: 

 

Grant writing, Grant reporting, and Grants management  

 

The Grants Manager will take the lead in overseeing the strategy for the agency’s grant 

writing and grants management, which currently includes a variety of different federal, 

state, municipal, and foundation grants.  The Manager will work with a contract grant 

writer, and together they will be responsible for: 

 

 Researching prospective grant proposals; 

 Cultivating relationships with foundations; 

 Cultivating relationships with state agencies and departments for funding 

opportunities; 

 Writing grant proposals;  

 Ensuring that fiscal and programmatic grant reports are submitted in a timely 

manner; 

 Managing the agency’s comprehensive grants calendar of deadlines and 

submissions; 

http://www.sojournerri.org/


 

 
 
Committed to Ending  
Domestic Violence, Sexual Assault  
and Human Trafficking 

386 Smith Street | Providence, RI 02908 

Drop-in Center: 401.861.6191 | Fax: 401.861.6157 | Housing Office: 401.808.6889 

Helplines: 401.765.3232 | 401.658.4334 | Web: www.sojournerri.org 

 

 Working with program directors, managers, and staff to ensure that 

grant objectives are being met, and that Sojourner House is in compliance with 

grant requirements; 

 Working closely with the Executive Director and senior management team to 

determine priorities and develop an on-going strategy for funding opportunities. 

Corporate Sponsorship Solicitation  

 The Grants Manager will help to support Sojourner House’s major fundraising 

initiatives by assisting with the development of a strategy for major corporate and 

local business event sponsorship solicitations.  This includes soliciting 

sponsorships, cultivating relationships with corporate business sponsors, and 

maintaining contact information on donors. 

Management of Program Data 

 Monitor and ensure accuracy of data entered into the database that is used for 

grant reporting; 

 Work with program staff to ensure that data is being accurately collected; 

 Work with program staff to develop and refine evaluation tools to ensure program 

efficacy; 

 Generate regular reports and assess data trends that are reported back to the 

Sojourner House staff and board of directors; 

 Provide training and support to staff members to ensure accurate data collection. 

Other Responsibilities 

 Performs other duties as assigned. 

 Some evening and weekend work may be required occasionally. 

Qualifications: 

 Advanced degree preferred; bachelor’s degree required; 

 At least 8+ years of professional experience in non-profit organizations or 

government work; 

 Ability to set and achieve strategic objectives; 

 Excellent computer and research skills, with proficiency in Excel, Word, 

PowerPoint, and other computer literacy; 

 Excellent interpersonal skills; 

 Knowledge of Rhode Island/New England foundations; 

 A demonstrated commitment to high professional ethical standards in a 

diverse workplace; 

 Strong writing skills; 

 Good communications skills; 
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 Demonstrated success in seeking and obtaining grant funding for 

programs; 

 Ability to work effectively in collaboration with diverse groups of people; 

 Commitment to the work of the non-profit sector; 

 Action-oriented and adaptable in approach to problem-solving. 

Working Conditions: 

 Ability to work evening and weekend hours as required. 

 Access to a personal vehicle and a valid driver’s license. 

 A criminal record check is required. 

 This is a full-time (37.5 hours per week), salaried position. 

To Apply: 

Please forward a resume, contact information for 2-3 references, a cover letter that details how 

you meet the requirements of the job with the subject line, “Grants Manager” to 

resumes@sojournerri.org.  Applications will be reviewed on a rolling basis, so early submissions 

are encouraged.   

 

Sojourner House supports a diverse work environment.  All qualified applicants will receive 

consideration for employment without regard to race, color, religion, gender, gender identity or 

expression, sexual orientation, national origin, genetics, disability, age, or veteran status. 

 

To learn more about Sojourner House’s work, please visit:  www.sojournerri.org. 
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