
 

Job Description 
Grant Writer 

 
 

Position Grant Writer 

Department Fundraising  

Compensation Volunteer position, no financial compensation. 

Time Commitment Minimum 8 - 10 hours per week 

 
 

Overview 

 

We are looking for an experienced grant writer or someone with similar 
experience/training who is adept at researching and securing funding, particularly 
from non-government sources. You will be researching and recruiting for funding 
in an effort to support our mission of building community health through a variety 
of rhythm based events and programs for all ages and abilities. 
 

 
 

 
 
 

 
 
 
 

Key Responsibilities 

 

• Grant Research: Identify and evaluate potential funding opportunities from 
government agencies, foundations, and corporations that align with the 
organization’s mission and programs. 
 
• Proposal Writing and Submission: Draft compelling and well-structured grant 
proposals, including narratives, budgets, and supporting documents, while 
adhering to funder guidelines and deadlines. 
 
• Funder Relations and Stewardship: Establish and maintain relationships with 
grant funders, including responding to inquiries, providing updates, and ensuring 
compliance with reporting requirements. 
 
• Grant Reporting and Compliance: Track and report on grant-funded projects, 
ensuring timely submission of progress reports, financial reports, and impact 
assessments as required by funders. 
 
• Collaboration with Leadership and Program Teams: Work closely with 
leadership, program staff, and finance teams to gather necessary data, program 
details, and financial information for grant applications and reports. 
 
• Database and Record Management: Maintain an organized system for tracking 
grant deadlines, application statuses, reporting requirements, and funding history. 
 
• Editing and Proofreading: Review and refine grant proposals to ensure clarity, 
accuracy, and alignment with funder priorities, while maintaining consistency in 
messaging and branding. 
 

 



 

Job Description 
Copywriter 

 
 

 

 
 

 
 

 
Qualifications  

 

• Excellent writing skills with a strong command of grammar and punctuation. 

• Passion for the mission and values of our organization. 

• Strong research skills with the ability to synthesize information from reliable 
sources. 

• Good organizational and time management skills. 

• Ability to work independently and meet deadlines. 

• Preferably experience in fundraising and nonprofits 

 

 
 
 
 

 
 

Benefits 

 

• Mentorship from leaders in the society and in depth knowledge of the operations 
of a registered charity.  

• Expand your professional contacts through the society’s network. 

• Work in a fun, non-traditional workplace that truly cares about people and 
communities. 

• Ability to collaborate with the Rhythm of Life Society team and build lasting 
relationships 

• Reference letter upon completion to upgrade your resume. 

 

 

Rhythm of Life Society is an equal-opportunity employer. We welcome and encourage 

applications from individuals of all backgrounds and experiences. Thank you for considering 

joining our team and helping us make a positive impact in our community! 

 

Preference will be given to candidates with relevant experience who reside within the Greater 

Vancouver area. 

 

 

 

 


