
 

About First Step Staffing 

First Step Staffing is an employment social enterprise that aims to open the door to economic 
opportunity for men and women who face barriers to employment.  First Step provides immediate 
employment, transportation to and from work and connection to critical supports, especially housing. 
The goal is to help men and women take the First Step out of poverty and homelessness, into self-
sufficiency 

Development & Grants Manager 

We are looking for a driven and considerate individual. Someone who is responsive, courteous, detail 
oriented, innovative, outcome-driven, flexible to work in an often-changing environment; and an 
effective, thoughtful communicator. A successful candidate will be skilled and experienced in 
developing and implementing effective fundraising strategies that invoke passion about helping 
achieve First Step’s mission and role in helping people experiencing homelessness and poverty 
achieve self-sufficiency. This position is part of a national development team with a focus on the 
Southeast region.  

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES 

• The Development & Grants Manager has primary responsibility for planning, implementing, 
and maintaining a complete grants program, including research, writing, presenting, 
reporting, and administration duties. Grant prospects include foundations, corporations, 
associations, and government entities. In addition, this position project manages grant 
preparation and reporting for the Georgia SNAP/ENT program. 

• Plans, implements, and assesses the outcomes of a comprehensive grants program in 
conjunction with the Vice President of Development and Community Relations.  

• Maintain grant calendar to ensure timely submission of letters of inquiry, proposal deadlines 
and reports (other reporting and management documents as required) 

• Identify and develop strategies to optimize the grants administration process. 
• Identifies, researches, and qualifies prospective grantmakers, both state and local. 
• Participates in a prospect review process with peers in other First Step markets. 
• Perform relevant research to identify available grant opportunities and evaluate the results. 
• Grant writing and budget submission. 
• Research for effective and authentic funding opportunities having a lawful registration and 

proven track record 
• Oversee to ensure the grants are implemented according to the operational and financial 

needs of the organization. 
• Keep relevant staff informed about upcoming deadlines and deliverables, thereby ensuring 

smooth completion of work responsibilities 
• Oversee the job of invoicing, accounting, reporting, and other administrative functions to 

ensure successful execution of grant process. 
• Monitor paperwork and other related documents connected with grant-funded programs. 



• Maintain records of all payments and receivables and prepare monthly records for all grant 
related activities. 

• Develops letters of inquiry, grant proposals (including project budgets), grant reports, and 
thank you letters. 

• Oversee programming, reporting, and compliance for all existing and new government 
grants.  

• Establishes and manages stewardship programs for grantmaking entities.  
• Performs other duties as assigned 

Knowledge, Skills & Abilities 

• Bachelor's degree 
• Strong writing skills; ability to compose, edit and proof correspondence, reports, proposals, 

etc. 
• Ability to manage multiple, simultaneous projects and deadlines and prioritize effectively 
• Strong project management experience, including an ability to independently lead 

collaborative efforts that require the support and contributions of diverse staff with varying 
responsibilities 

• Ability to relate effectively to diverse groups of people from all social and economic 
segments of the community 

• Excellent interpersonal and relationship skills 
• Ability to effectively and persuasively communicate with and diplomatically respond to 

current and potential funders, staff, community contacts, etc. 
• High level of proficiency in Microsoft Word, Excel, Outlook and other computer programs 

necessary to perform job duties. 

Compensation: $55,000 annually 

 

 


