
APPLY NOW 

REFER A FRIEND 

Grants Coordinator Job Opportunity

Location: Hartford, Connecticut 
Posting Date: November 23, 2021 
Open until filled. Consideration will 
be given to applications as soon as 
they are received. 

The J. Walton Bissell Foundation is a private charitable 
foundation providing grant funding to nonprofit organizations 
serving individuals and families living in Hartford. It seeks an 
organized, creative, and detail-oriented team player to serve as 
its Grants Coordinator. 

A key member of a very small team, this individual will partner 
closely with the Executive Director. Successful candidates will 
demonstrate innovation, initiative, and strong communication skills; 
they will be outstanding planners and experts at time management. 

The Foundation sees its relationships with grantees as partnerships. 
It believes the expertise sits with the organizations and especially 
within the communities served. The role requires humility, 
responsiveness, and readiness to listen. 

ROLE OF THE GRANTS COORDINATOR 
The Grants Coordinator will work in close partnership with the Executive Director to carry out all aspects of the 
foundation’s operations. Responsibilities will fall into three main areas: 

Grants Management 
Deliver critical behind the scenes support to the grant application, grant review, communications, and decision-making 
processes. This includes using Blackbaud Grantmaking to receive and track incoming applications, follow up as needed 
with applicants, and record grant-making feedback and outcomes. 

Client-Facing Communication and Support 
Attend to mail, email, phone correspondence; triage incoming applicant questions and requests for meetings. 
Respond to routine inquiries from grant applicants about application processes. Approach all communication with 
humility and curiosity. On occasion, attend in-person and/or Zoom meetings with nonprofit partners and colleagues 
in philanthropy to achieve the promise of our mission. 

Additional Support Functions 
Support the Executive Director in the efficient and smooth operation of the Foundation, including, for example, 
generating grant award and vendor invoice payments from QuickBooks and organizing applicant materials for the 
Executive Director to present to the board. 

COMMITMENT TO EQUITY 
The J. Walton Bissell foundation is committed to funding organizations whose work is responsive to racism and 
other inequities. We welcome employment applications from all individuals, and we name our commitment to 
providing an equitable and inclusive workplace. 

https://docs.google.com/forms/d/e/1FAIpQLScJNJDjIl3Vul4yFIXHvCjIh_Ev5J8aXdyjPc-Ja47B-XRVLA/viewform
https://cloversearchworks.hire.trakstar.com/jobs/fk0sro1


STRUCTURE OF THE JOB 
This individual will work 15-20 hours per week, depending on the tasks that need to be accomplished at any 
given time. Most of the work will take place in the office in the first year, although some remote work may be 
possible as mastery allows. In consultation with the Executive Director, the Grants Coordinator will be invited 
to co-create a schedule of days and hours that are most convenient for both in the late mornings, afternoons, 
or early evenings. The foundation’s office is located outside the city in neighboring West Hartford. 

Teamwork is a hallmark of our organization: we pitch in as needed, and we support each other to be our very 
best in order to serve the community. 

IDEAL CANDIDATE SKILLS, EXPERIENCE, AND ATTRIBUTES 
The Grants Coordinator will need to exhibit a high degree of professionalism, initiative, and independence, 
while also being a collaborative team player in an organization dedicated to its nonprofit partners. A premium 
is placed on curiosity and research when exploring alternative approaches, since there is more than one way 
to solve a problem. They must demonstrate integrity and discretion in the handling of sensitive and 
confidential information. The ability to develop a close and open working relationship with the Executive 
Director will be a key to success. 

Candidates who bring previous experience with foundation work, grantmaking, nonprofits, or small businesses 
are especially encouraged to apply. Specific skills and experience that are required for this position include: 

• Exceptional planning and time management skills, and the ability to prioritize tasks and work to 
deadlines.

• Strong verbal and written language skills, including patience and sensitivity in communication.
• Proven ability to pay precise attention to details, especially with regard to inputting and managing 

financial data and the accurate completion of time-sensitive tasks.
• Experience with Blackbaud Grantmaking or a demonstrated ability to learn complex technology systems 

is essential.
• Mastery with Microsoft products including Excel, Outlook, and Word, as well as Adobe Pro is required.

COMPENSATION 
Hourly rate of $27-$32 / hour depending on skills and experience. 

HOW TO APPLY 
Apply online by clicking this link: 

https://cloversearchworks.hire.trakstar.com/jobs/fk0sro1 

Online applications only, please no email or paper submissions. You will be asked to upload a cover letter and resume. 
In your cover letter, please describe as specifically as you can how your experience and skills are a fit with the 
responsibilities and goals outlined in this position announcement. 

Open until filled. All applications will be acknowledged via an email receipt. Consideration will be given to applications 
as soon as they are received; goal is for work to commence in January 2022. 

Questions about this opportunity are welcomed and can be 
directed to Eva McMullen: Eva@cloversearchworks.com 
415-533-3583 (please only call between noon and 7pm ET)

The search for this position is being facilitated by the team at 
Clover Search Works, a firm that provides a full range of search 
services to nonprofit organizations that are committed to equity. 


