Grants Manager

Gunpowder Valley Conservancy (GVC) seeks an experienced and highly organized Grants Manager to oversee the
full lifecycle of multiple state and federal grants. This role is critical to ensuring compliance, timely reporting, and
successful delivery of grant-funded projects across the organization. The Grants Manager will lead grant
coordination efforts across teams, guiding staff who are not direct reports to meet reporting deadlines, track
deliverables, and align project activities with funder requirements.

The ideal candidate is a strong project manager who thrives in deadline-driven environments, communicates
clearly, and can balance ongoing grant management with proactive grant prospecting and proposal development.

Position term, schedule, salary and benefits:
e Salaried, full-time, exempt, 40 hours a week
e Dependent on experience: $70,000 — $88,500 per year
e  Flexible schedule. Mainly remote, with meetings in the Baltimore region
e Paid holidays, sick leave and paid vacation
e Reimbursement of roundtrip travel mileage from home to worksite ($0.67 cents/mile, not to exceed 70
miles a trip)
e  Work laptop provided
e Training and coaching

Location: This position is structured to be a combination of remote and in-person work, focused on the
Gunpowder watershed, which is located primarily in Baltimore County, with portions in Harford, Carroll, and York
counties. Travel to in-person events and meetings within the service area required. Employee must provide their
own transportation, quiet workspace, and reliable internet service.

Key Responsibilities:
Grant Management & Compliance
e Manage a portfolio of state and federal grants from award through closeout, ensuring full compliance with
funder requirements, timelines, and budgets

o Develop and maintain grant work plans, reporting calendars, and compliance checklists
e Track deliverables, metrics, and outcomes in collaboration with program staff
e  Prepare, compile, and submit accurate and timely grant reports with support from program staff
e  Ensure proper documentation for audits, reimbursements, and monitoring visits
Cross-Team Leadership & Coordination
e Lead grant reporting processes across multiple departments and project teams without direct supervisory
authority
e  Clearly communicate expectations, deadlines, and documentation needs to staff contributing to grants
e Facilitate regular check-ins to keep projects on track and address risks early
e Translate complex grant requirements into clear, actionable steps for staff
Grant Writing & Prospecting
e Research and identify new grant opportunities aligned with organizational priorities
e Lead the development and writing of competitive grant proposals, working closely with program staff
e Maintain a pipeline of upcoming funding opportunities and submission timelines
Project & Time Management
e Balance concurrent grants, proposals, and reporting deadlines with minimal supervision
e Maintain organized digital files and grant records in shared systems



e  Continuously improve internal grant management processes and tools

e Bachelor’s degree or equivalent experience in nonprofit management, project management, public
administration, environmental studies, or a related field

e  Minimum two years of experience managing state and/or federal grants

e Demonstrated success managing multiple complex projects and deadlines simultaneously

e  Strong project management and time management skills

e  Experience leading cross-functional teams or coordinating work without direct authority

e  Excellent written and verbal communication skills

e High attention to detail and strong compliance mindset

e Proficiency with Microsoft Office Suite, including SharePoint

e Successful experience using project management software like Asana

Preferred Qualifications
e  Experience with environmental, conservation, or watershed-related grants
e  Familiarity with federal compliance requirements (e.g., time and effort reporting, reimbursement grants)
e Familiarity with grant tracking systems

Why Join Gunpowder Valley Conservancy
This is an opportunity to play a key leadership role in a mission-driven organization protecting the Gunpowder
watershed. The Grants Manager will help ensure the long-term sustainability of impactful environmental
programs while working with a collaborative and passionate team.

How to Apply:
Submit your resume, cover letter, and three references with the subject line, “Grants Manager”, to
info@gunpowdervc.org by January 15, 2026.
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