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Grant Writing Manager 

 
An established nonprofit presence in the Los Angeles community for over 30 years, PUENTE Learning Center is 

recognized for its commitment to its mission and focus on education. PUENTE’s programs are designed to create 

a pipeline or “bridge” for students in all levels of their education. Begun as a tutoring program in Boyle Heights 

by Sister Jennie Lechtenberg, PUENTE initially served elementary school students who needed remedial support. 

The organization rapidly expanded when parents requested English as a Second Language (ESL) classes to better 

empower themselves as their children’s first teacher.  

 

Today, PUENTE, in partnership with Los Angeles City College, offers a complete level zero through three adult 

ESL program. PUENTE also provides Preschool Readiness, Charter Kindergarten and Summer Intensive Reading 

programs to build a solid academic and social foundation for early childhood students. Our After School 

Enrichment, High School Credit Recovery and SAT Prep/College Access courses create opportunities that assist 

local youth in excelling academically. Offerings also include support for adult learners, such as the Adult High 

School Diploma course in collaboration with the Los Angeles Unified School District Division of Adult and 

Career Education. Centered on technology, PUENTE also offers adult learners Computer Applications and 

Computer Repair/A+ Certification Preparation.  

 

Annually, PUENTE provides academic instruction to more than 3,600 children, youth and adults; and to date over 

100,000 individuals have made use of the tuition-free resources on the path to self-sufficiency for themselves and 

their families. PUENTE serves the community in a safe and intentionally designed 40,000 square foot facility in 

Boyle Heights. The state of the art building is well-known in the community and was designed to respectfully 

welcome and inspire our vibrant, culturally-rich community. 

 

The Grant Writing Manager is part of the Development Team at PUENTE Learning Center and PUENTE Charter 

School. Having recently completed our 2017-2020 strategic plan, PUENTE is seeking a Grant Writing Manager 

to lead the plan’s goal of implementing a more robust foundation and grant fundraising strategy.  

 

 

GRANT WRITING MANAGER PROFILE  

The Grant Writing Manager’s key responsibilities include writing, soliciting and managing all grants for the 

organization. The grant writer will research and develop grant sources to generate funding from private/public 

entities to support and expand the organization’s programs and services. 

 

PUENTE is seeking candidates who are enthusiastic, highly organized, committed and experienced. The 

successful candidate will have a proven record in grant writing with proposals from a variety of sources ranging 

from $10,000-$1M.  The Grant Writing Manager will be responsible for the following: 
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 Research/Data/Evaluation including research and identification of potential funding prospects.  

 Work closely with program staff to ensure that programs are evaluated appropriately for existing and 

prospective funders. Keep current on other programs/data trends. Assume full responsibility and 

coordination for all grant/report writing. 

 Write, edit, and proofread letters of inquiry, funding proposals, and grant reports, and collaborate with 

colleagues to craft pitches and proposals for various funders. 

 Track status of proposals and follow up to provide additional information as required by funding sources. 

 Work closely with finance and program staff to develop budgets for proposals and ensure that moneys are 

spent according to guidelines. 

 Ensure that proposals meet all grant guidelines and all grants are in compliance. 

 Contribute to the quarterly development report submitted to the Board of Directors. 

 Develop relationships with funders. 

 Establish proposal tracking/goals by maintaining a tracking calendar to ensure that all proposals and 

reports (financial and program) meet deadlines required by funders. Work with development team to 

develop and meet annual and quarterly goals. 

 Prepare proper recognition and thank-you letters by drafting correspondence to acknowledge donor gifts 

and ensure all acknowledgments are sent promptly. 

 Support special events in tandem with all members of PUENTE’s leadership staff and provide support to 

fundraising and community events organized by PUENTE, such as the Annual Golf Tournament, Family 

Fun Fest and others. 

 Other writing and special projects as needed.  

 

 

FINANCIAL TARGETS  
The foundation/grant support goal for this position is approximately $1.5 million per year. 

 

 

REPORTING RELATIONSHIPS  

This position will initially report to the CEO, and eventually to the VP of Development (position currently being 

recruited) and work collaboratively with two members of the development, leadership and executive teams. 

 

 

IDEAL EXPERIENCE AND CHARACTERISTICS  

 Experience in the nonprofit sector, philanthropy and/or academia in a development role 

 Proven track record of grant writing, having successfully secured a number of grants from a diverse pool 

of sources 

 The ability to distinguish and identify funding opportunities for special programs 

 Outstanding communication skills, specifically clear, persuasive, and compelling writing skills 

 Knowledge of development principles; fundraising techniques and ethics 

 Computer literacy, report development, data tracking and analysis 

 Strong organizational skills, ability to prioritize and meet various deadlines at once 

 Be proficient in research, interpreting and analyzing diverse data  

 Possess the ability to work collaboratively and independently to achieve stated goals  

 Database management skills. Candidate will work with DonorPerfect daily 
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REQUIREMENTS, CAREER PATH AND EDUCATION BACKGROUND 

The ideal candidate has a creative, entrepreneurial and innovative approach to work. The ability to represent 

PUENTE Learning Center’s professionalism, and strong and engaging communication skills (both written and 

spoken) are essential. Knowledge of any or all of PUENTE Learning Center’s funding priorities is beneficial.  At 

a minimum, this position requires: 

 

 A bachelor’s degree 

 A minimum of three years of relevant work experience in fundraising for a nonprofit, community-focused 

organization, educational or academic institution 

 Excellent writing and communication skills 

 Clarity of focus while juggling complex projects and/or deadlines 

 An inclusive attitude towards staff leadership and team building 

 Significant knowledge of the Southern California philanthropic sector  

 

In addition to possessing these qualifications, the ideal candidate will be creative, organized, strategic and 

collegial. He/she must be a self-starter with a bias toward execution and must process the ability to be flexible and 

open to new ideas, as well as the ability to function at peak in a fast-paced environment. A sense of humor and 

positive attitude are essential. 

 

 

COMPENSATION 

PUENTE Learning Center is offering an industry competitive compensation package based on the candidate’s 

significant qualifications and experience. PUENTE Learning Center also offers health, dental, vision and 

employee contributed retirement benefits.  

 

 

APPLICATION PROCESS  

Please submit the following to Megan@MichelleWhitingandAssociates.com. 

 

1.) Cover letter: All candidates are strongly encouraged to develop a cover letter which provides 

qualifications, experiences and past successes, and how they fully intersect with PUENTE Learning 

Center’s needs for this position. Please include a list of your most recent successfully funded grant proposals 

and amounts. 

2.) Resume/CV   

3.) Compensation requirements 

 

Please forward with "Grant Writing Manager” as the subject line. All three attachments must be received. 

Incomplete applications will not be considered. Due to the anticipated volume of applications only principal, 

qualified candidates will receive a response. We ask that no phone calls be placed to PUENTE Learning Center.   

 

To learn more about PUENTE Learning Center and this position, please visit the website: www.puente.org 

 

PUENTE Learning Center is an Equal Employment Opportunity Employer and actively seeks a diverse pool 

of candidates. 
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