
 

627 State Road ~ Westport, MA 02790 ~ Email: samsfrnb@aol.com 

POSITION DESCRIPTION: 
Grant Writer 
 
The Samaritans is a non-religious charity, which provides confidential emotional support to any person 

who is lonely, depressed, or suicidal.  The Samaritans of FR/NB, Inc provides 

a free and confidential Suicide Prevention and Crisis Hot Line staffed by caring, trained volunteers 

available seven days a week from 8:00 AM to 11:00 PM. This service provides unprejudiced and 

nonjudgmental support to those who are alone, depressed or in crisis. Anyone can find a caring 

empathetic ear at The Samaritans.  Services are offered to the communities of Greater Fall River, 

Greater New Bedford, and all of Southeastern Massachusetts. 

Grant Writer Overview: 
The Grant Writer is a part-time position that reports jointly to the Board Chair and President, as well as 
the Executive Director of organization.  The Grant Writer is primarily responsible for developing and 
writing grant proposals to foundations and other grant-making organizations, and will effectively 
communicate The Samaritans’ mission and programs to potential funders.  The Grant Writer will 
assemble and submit grant requests, establish and maintain personal contact and relationships with 
foundation contacts, conduct prospect research, and maintain a calendar of submissions and other 
deadlines.  
 
Duties and Responsibilities include: 

 Developing and writing grant proposals to foundations and other grant-making organizations, 
effectively communication the organization’s mission and programs to potential funders; 

 Assembling and submitting grant requests, including letters, proposals, budgets, and 
presentations; 

 Establishing and maintaining personal contract and relationships with foundation contacts and 
program officers; 

 Ensuring prompt acknowledgement of foundation gifts; 

 Maintaining calendar to ensure timely submission of letters of inquire, proposal deadlines, and 
reports; 

 Conducting prospect research; 

 Providing writing support for major donor and individual contribution letters and 
acknowledgements. 

 
Experience and Qualifications: 

 The successful candidate will be able to craft funding proposals in a clear and compelling 
manner. 

 Excellent writing, analytical, and research skills are essential. 

 Self-motivated, detail-oriented, and highly-organized. 

 Experience using online databases and other sources to locate biographical, financial, and 
philanthropic information & some level of experience working with donor databases preferred. 

 A high level of computer literacy required. 

 Must be able to work well under pressure. 

 Ability to seek and synthesize information and communicate in a compelling and succinct fashion. 

 Solid understanding of budgets as they related to proposals and grants. 

 Minimum of 2 years of experience working in an office setting, non-profit setting a plus. 

 A Bachelor’s degree and/or equivalent years of experience required. 

 3 – 5 years of relevant experience required.  
 

To Apply: 
Please submit a thoughtful cover letter, resume, writing sample, salary requirements & three (3) 
references samsfrnb@aol.com  RE: Grant Writer. No phone calls please. 
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