Grants and Projects Manager $48 - $55,000
Position Overview
[bookmark: _Hlk219796570]Grants and Projects management oversees the entire lifecycle of grant and contract administration, which includes everything from proposal development to compliance and closeout. This role applies to both internal grants procured by the organization and external grants and contracts awarded to other participating organizations. The Manager ensures that Destination Tomorrow's grants and programmatic contracts are managed efficiently and that the grants awarded align with the organization's goals while meeting all partner, donor, and regulatory requirements. The Manager will collaborate across departments to streamline processes, support program implementation, and ensure compliance with grant terms, focusing on operations, deliverables, and reporting (excluding financial reporting).
Key Responsibilities                                                                                                                                                                                                             Internal Grant and Contract Administration    
· Develop and manage timelines for grant and contract deliverables, overseeing the administration of the organization’s project management tools, which may include Asana, Monday.com, or Microsoft Project.                                                         
· Conduct an overview of organization-wide implementation to ensure that all priority initiatives mandated by the C-Suite are accurately entered, updated, and tracked against deadlines.                                                                                                                      
· Manage user access, maintain data integrity, and provide basic training to staff on how to effectively use the project management software.                                                                                                                                                                                                    Utilize project management tools and Salesforce to maintain a centralized database of all active and pending grants and contracts, ensuring accessibility and alignment across the organization.                                                                                                         
· Monitor the timelines associated with all grant and contract deliverables, ensuring the timely completion of programs and required documentation. 
· Draft, review, and manage all programmatic agreements, contracts, and Memorandums of Understanding (MOUs) with funders, consultants, and partner organizations. This includes managing consultant agreements, defining scopes, tracking progress, and monitoring compliance.
External Grantee Program Administration  
· Act as a liaison between Destination Tomorrow and grantee organizations by managing the application, evaluation, and administration of Destination Tomorrow’s grantee program. This includes:
· Recruiting and facilitating review panels
· Administering the application process
· Communicating with awardees
· Overseeing program reporting
· Collaborate with the DT communications team to promote the progress and milestones of the grantee program.
· Support strategic collaborations and partnerships with organizations that align with Destination Tomorrow’s mission and educational pathways.

Qualifications and Skills
Minimum 3-5 years of relevant experience in grant or contract management within a nonprofit or community-based orgs.
Proven ability to manage multiple projects simultaneously while maintaining attention to detail and deadlines.
Experience drafting and managing programmatic contracts, MOUs, and compliance documentation.
Strong writing, communication, and organizational skills.
Demonstrated success in coordinating teams and departments to achieve shared goals.

