
 
 

Workforce Development Grant Manager 

Who we are: 

St. Nicks Alliance, a North Brooklyn based community organization, seeks to transform lives of low- and moderate-

income people through employment, education, housing, elder care and social services. We do this by delivering 

impactful services with measurable outcomes to children, adults, and the elderly. As a civic anchor, we carry out this 

mission within the context of building a sustainable community for all people through the arts, environmental 

advocacy, and urban planning. 

We are currently seeking a Workforce Development Grant Manager for our 92 Throop Workforce Development 

Center in Brooklyn. 

What you’ll do: 

The Grant Manager is responsible for researching, preparing, submitting, and writing grant proposals and 

applications that support agency goals and meet funder guidelines and criteria. This person serves as the primary 

grant writer for the Workforce Development Center and reports to the senior managing director of Workforce 

Development and collaborates with the director of institutional giving, the finance team, and other St. Nicks 

Alliance Workforce Development staff. This position will support prospecting and submit reports on programs and 

expenses. This position requires strong writing, data analysis, budgeting, and project management skills, with an 

emphasis on outcome measurements. 

Specific duties include, but are not limited to:  

 Conduct prospect research on new opportunities that align with St. Nicks Alliance mission and support the 

growth of the Workforce Development Center. 

 Research, write, compile, and submit LOIs, grant proposals and applications to government and private 

funders. 

 Manage the timelines for submission of materials, including maintenance and oversight of workflow 

processes to ensure accurate and efficient collection of information and timely submission. 

 Write strong, compelling narrative descriptions of programs, activities, and outcomes. 

 Prepare and organize supporting materials for proposals, including researching statistics, trends and data, 

and agency information. 

 Collaborate with the Workforce Development team to synthesize data for use in proposals and reports. 

 Use a relational approach in engaging and stewarding funders. 

 Ensures compliance with funder requirements. 

 Keep abreast of funding opportunities and shifts with existing funding streams. 

 Maintain communication with the senior managing director, Workforce Development on status of grant 

requests for proposals and applications, budget, and other items related to proposals. 

 Prepare reports on the status of grant and funding applications activities.  

 Attend grantor’s bidders’ conferences, application informational sessions as appropriate and needed for 

grant/funding applications. 

 Collaborate with internal teams to align partnership strategies with business objectives. 

 Track and report on the performance of corporate partnerships. 

 Organize and participate in events and meetings with potential and current partners. 

 Assist in the development of marketing materials and presentations for partnership proposals using 

templates provided by communications team. 



 
 

 Build and steward relationships that support and strengthen partnerships.  

What we are looking for: 

Core Competencies 

 knowledge and experience with NYC and national foundations, corporations, and government funders 

 2-4 years of experience in sales, business development, or partnership management. 

 proven track record of successfully managing corporate partnerships 

 strong communication and interpersonal skills 

 excellent writing and ability to explain concepts clearly, avoiding jargon, and hitting all RFP points. 

 ability to work collaboratively in a team environment. 

 excellent organizational and project management skills, including research and analysis 

 project management and organizational skills with high attention to detail 

 financial management and budgeting experience 

 proficient in Google Docs, PDF software, Online databases, funder websites, grant management platforms, 

general internet research, video conferencing  

 persuasion and negotiation skills 

 adaptability and resilience 

 networking and relationship building 

 experience submitting grant applications on government and foundation funding platforms. 

Qualifications and Requirements 

 bachelor's degree required 

 minimum of four years' experience in grant writing preferred 

 proven fundraising track record with foundations, corporations, and government funders 

 experience working in or with multi-service organizations preferred 

 100% remote position 

 may include working outside of the 9-5 workday 

What's in it for you: 

 compensation range: $75–$100/hr 

How to apply: 

Please submit a cover letter and resume to snaworkforcehr@stnicksalliance.org   

St. Nicks Alliance is an Equal Opportunity Employer that values diversity. We consider applicants for all positions 

without regard to race, color, national origin, religion, sex, gender identity, age, disability, alienage or citizenship 

status, ancestry, marital status, sexual orientation, veteran status, or any other status or characteristic protected by 

applicable federal, state or local laws.  

 

Visit Stnicksalliance.org 
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