
 

 
 
Job Posting 
 
Date: 11/22/2017 
 
Women In Distress is the only nationally accredited, state-certified, full service domestic 
violence center serving Broward County, Florida. Our mission is to stop domestic 
violence abuse for everyone through intervention, education and advocacy. 
 
Job Title:  Grant Specialist 
 
Reports To: Director of Development 
 
Salary:  Commensurate with experience 
 
Days/Hours:  Monday - Friday, 9:00am-6:00 pm. Evening and weekends depending on 
department/agency needs. 
 
Workplace Location(s):  Women In Distress’ Family Center  
 
Qualifications:  

1. Bachelor’s Degree preferred in a field such as English, Communications and/or 
Marketing. 

2. Minimum of three years-experience in grant research and writing including 
government, federal and foundation grants. 

3.  Computer literate. 
4.  Valid Florida driver's license; safe driving record and proof of automobile liability 

insurance.  
 
General Job Description: The Grant Specialist is responsible for securing and managing 
the agency’s annual grant revenue budget, from both private and public sources. 
Includes identifying, applying, and coordinating the administration of federal, state, 
local, foundation, and corporate grants in accordance with applicable standards, 
regulations and guidelines.  
 
The Grant Specialist must be able to meet grant and proposal deadlines by establishing 
priorities and target dates for information gathering, document preparation, document 
review and approval. 
 



The Grant Specialist ensures that statistics utilized for funding requests are accurate and 
up-to-date. Assists the Program Compliance Office with the execution of grant contracts 
to ensure that deadlines are met.  
 
Participates in prospective funder, community partner, and internal grant meetings. 
Submits applicable progress reports on status of grants and outcome achievements to 
designated staff and funders. Ensures the development of new strategies to leverage 
and secure new resources from private, non-profit and government sources in support 
of established goals and objectives set forth in the annual Revenue Plan. 
 
In addition, the Grant Specialist in partnership with the Development Team, initiates 
and develops relationships with prospective funders; maintains strong relationships 
with funding sources.  
 
The candidate for this position must have strong organizational, oral and written 
communication skills. Excellent interpersonal skills. Must be proactive, energetic, self-
motivated, a solution-oriented team player and able to meet deadlines with the ability 
to balance multiple tasks with accuracy to details. Must be reliable, flexible, and have 
the ability to work in partnership with other team members. Must have excellent 
knowledge of Microsoft Office (including Word, Excel, Outlook, Powerpoint). Ability to 
read, interpret and apply laws, rules and regulations pertaining to funding contacts and 
grants. 
 
To Apply: Send letter of interest & updated resume to Diane Smith, Human Resources 
Manager at employment@womenindistress.org.  
 
Women In Distress does not discriminate by reason of race, sex, color, age, national origin, religion, mental 
or physical ability, sexual orientation, gender identity, veteran or military reserve status, immigration 
status, or language spoken.  All room assignments, activities, programs, etc. are provided in a non-
discriminatory manner.  Applicants with disabilities who may need accommodations are encouraged to 
contact Diane Smith, Human Resources Manager at 954-760-9800 ext. 1034 5 days prior to scheduled 
interview, so that reasonable accommodations may be coordinated. 

______________________________________________________________________        
 
Date position will be available: Immediately 
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