
 

 

Researcher and Grant Writer 

Calgary, Alberta 

 
Big Brothers Big Sisters of Calgary and Area (BBBS Calgary) is a donor supported, 
volunteer driven organization recognized for mentoring programs for children and youth 
in Calgary, Airdrie, Cochrane, High River, Okotoks and surrounding areas. Canadian 
Progress Club of Calgary officially founded BBBS Calgary in 1994 by merging Aunts at 
Large, Big Sisters of Calgary and Uncles at Large. Together, these organizations have 
contributed to the Calgary community for over 40 years. 
 
The BBBS Calgary mission is to impact the lives of young people and volunteers through 
the power of mentoring. We achieve this by matching caring volunteers with children and 
youth in a variety of one-to-one and group programs both in schools and in the 
community.   
 
Last year, more than 1,200 1:1 mentoring matches were made by BBBS Calgary. 

The Opportunity 

The Researcher and Grant Writer’s role is to assess and use the most current research 
to write compelling, evidence-based arguments for the importance of organizational 
needs. This position plays an integral role throughout every department in the 
organization. This role will be responsible for executing the grants process, from 
prospect research through to the application stage and into stewardship reporting, 
including for an extensive portfolio of government grants at all levels. 

Responsibilities 

Based in Calgary, Alberta, the Researcher and Grant Writer will be responsible for, but 
not limited to, the following: 

 Write high quality grant proposals, applications and supporting documents. 

 Manage multiple proposal application processes to ensure timely submission of 
all required materials. 

 Conduct prospect research to identify, cultivate and solicit new grants. 

 Prepare, submit, and track proposals and supplementary documentation for 
government, foundations and corporate grants. 

 Work with finance team to compile financial reports.  

 Develop and maintain a proposal/grants calendar. 
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 Organize and maintain grant tracker. 

 Maintain and build relationships with grantors and sponsors. 

 Stay informed about relevant funding opportunities relevant to our agency. 

Candidate Profile 

As the ideal candidate, your background includes: 

 Successful completion of post-secondary education or equivalent job related 
experience. 

 Excellent grantsmanship and demonstrated experience with grant writing. 

 Strong verbal and written communication skills, as well as excellent grammar, 
spelling, proofreading and composition skills. 

 Demonstrated ability to write clear, well structured, articulate and persuasive 
proposals.  

 Experience in prospect research techniques, proposal writing and reporting.  

 Ability to understand and interpret budgets and financial reports.  

 Proficient with prospect research software (ie. Iwave, grant connect, charity can 
etc).  

 Ability to build strong relationships among donors, staff, and volunteers.  

 Strong multi-tasking and organizational skills. 

 Ability to work independently and as a team member. 

 Proficient with Microsoft Office, Word and Excel.  

 

Travel within the community and surrounding area may be required; Flexible work 
schedule is required 

Additional Information 

BBBS Calgary and Area is an equal opportunity employer and volunteer organization. 
Respect for the dignity and worth of every individual in the workplace is fundamental in 
our organization. All recruitment practices will reflect the organization’s commitment to 
being a leader in supporting and celebrating the diversity of the people, organizations 
and communities it serves and to employment diversity with respect to all aspects of 
employment and volunteerism. 

All decisions regarding recruitment will be made without regard to race, religious beliefs, 
colour, gender, sexual orientation, marital status, physical and mental disability, age, 
ancestry or place of origin. 

If BBBS Calgary and Area recruits and selects employees and volunteers with regard to 
specific characteristics, it does so in accordance with exemptions in the law(s) governing 
equal opportunity in employment and volunteerism. 


