
Grant Writer 
Hazel Wolf K-8 
 
Position Overview 

Hazel Wolf K-8 is seeking a grant writer to pursue additional funding for school programs. This is an 
independent contract position. Work will be completed remotely through email and phone communications, 
but the ideal candidate will have a flexible schedule and be available during business hours for in-person 
meetings. The grant writer will be paid on an hourly basis that will average out to about 5 hours / week.  

Key Responsibilities 

 Responsible for conducting the full range of activities required to prepare, submit, and manage 
grant proposals to foundation and corporate sources.  

 Research grant opportunities to evaluate prospects and document opportunities. 
 Assist and support with establishing and maintaining personal contact and relationships with 

foundation contacts and program officers. 
 Maintain calendar to ensure timely submission of letters of inquiry, proposal deadlines, and 

reports. 
 Understand Hazel Wolf K-8’s approach, vision and programs and match projects up with potential 

funding sources. 
 Coordinate with school and PTSA leadership to gather financial information necessary to report to 

funders. 
 Write, assemble, and submit grant requests, including letters of inquiry, full proposals, budgets, 

and supplemental materials. 
 Ensure prompt acknowledgement of foundation gifts. 
 Ensure the submission of grant reports as required by funders. 
 Provide Principal and PTSA President with regular updates on time spent and grant status. 

Desired Qualifications 

 Demonstrated ability to craft successful funding proposals in a clear and compelling manner 
 Exceptional attention to detail and accuracy 
 Persuasive writing and storytelling skills 
 Strong analytical, research, and copy editing skills 
 Self-motivated and highly organized 
 A solid understanding of budgets as they relate to proposals and grants 
 Ability to manage competing deadlines 
 Knowledge of area foundations, especially the environment and/or education sectors 
 Able to work well independently and collaboratively 

Salary  

Hourly rate is commensurate with qualifications and experience ($20-$25/hour).  

 


