

HOLY APOSTLES COLLEGE & SEMINARY JOB DESCRIPTION


Job Title:		Development and Grants Coordinator (Part-Time)
Department:		Institutional Advancement
Job Summary:	 Under the broad supervision of the Associate Vice-President of Institutional Advancement, the Development and Grants Coordinator will help to strengthen philanthropic support through assisting with the grant proposal process, annual giving and donor relations and development activities to further the mission of Holy Apostles College & Seminary. 

The Development and Grants Coordinator will contribute to the overall success of the institution through a respectful, constructive, and energetic style, guided by the Charism and Mission of the College and Seminary and the Society of the Missionaries of the Holy Apostles. 

PRINCIPLE DUTIES AND RESPONSIBILITIES:
· Grant Writing: Research funding opportunities, prepare grant proposals, and assist with grant reporting. Maintain a grants calendar and monitor deadlines. Prepare budgets and budget narratives to support proposals.
· Donor Management: Maintain accurate alumni and donor records, update the database, and track contributions. 
· Donor Stewardship: Process gifts, prepare acknowledgment letters, assist with alumni and donor communications, and support donor retention efforts.
· Provide written content regarding alumni profiles as needed for the monthly newsletter
· Development Support: Assist with development initiatives and events.
· Provide general administrative support to the AVP, Institutional Advancement as needed
· Other duties as assigned
QUALIFICATIONS AND SKILLS:
· Two years or more of experience with development and grant writing 
· Ability to manage multiple priorities and deadlines
· Strong writing and communication skills 
· Experience with donor databases/CRMs
· Detail-oriented with strong organization and project management skills
· Familiarity with grant writing and fundraising best practices
· Knowledge of the Catholic faith and commitment to the mission and core values of Catholic education
· Knowledge of MS Office Suite and fundraising database systems
· May require occasional evenings and weekends 
· Bachelor’s degree required
· Work Location: In person (hybrid option possible)
Reports to:  	 Associate Vice President, Institutional Advancement 
20 hours per week. $30.00 per hour.
Approved by:									Date: October 13, 2026
President/Rector



