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Grants & Contract Coordinator
	Reports To
	
	Chief Strategy Officer

	Location
	
	Bronx

	Status
	
	Full-Time

	Annual Salary
	
	$60,000

	Level
	
	Non- exempt



Destination Tomorrow is seeking a highly organized and detail-oriented Grants & Contracts Coordinator to manage the full lifecycle of the organization’s grants and contracts portfolio.
This role oversees both outgoing grants awarded by Destination Tomorrow to community partners and incoming grants and contracts received from government, foundation, corporate, and other funders. The Coordinator will manage funding from application and award through implementation, compliance, reporting, renewal, and closeout.
The ideal candidate has experience in nonprofit grants or contracts management, strong project management and communication skills, and the ability to build systems that keep multiple stakeholders, deadlines, deliverables, and compliance requirements on track.
This is an in-person position and requires regular collaboration with Program, Development, Finance, Compliance, leadership, grantees, funders, and external partners.
Key Responsibilities
Grants & Grantee Coordination
· Coordinate administrative activities for outgoing grant programs, including applications, award documentation, onboarding, monitoring, reporting, renewals, and closeout. 
· Serve as a day-to-day point of contact for grantees regarding deadlines, documentation, reporting requirements, and general grant-related questions. 
· Schedule and support regular grantee check-ins and follow up on outstanding deliverables, documentation, budgets, and reporting requirements. 
· Provide routine guidance to grantees on grant requirements and processes, escalating more complex questions or concerns to appropriate leadership. 
· Track grantee progress and maintain accurate records of program activities, deliverables, and outcomes. 
· Identify missed deadlines, incomplete documentation, or potential compliance concerns and escalate them for review and follow-up. 
Compliance, Monitoring & Reporting
· Maintain tracking tools for grant and contract deadlines, deliverables, budgets, reporting requirements, and compliance obligations. 
· Collect and organize required documentation to support grant monitoring, reporting, and audit readiness. 
· Follow up with internal teams and external partners to obtain outstanding information and documentation. 
· Flag potential financial, compliance, performance, or implementation concerns for review by leadership. 
· Compile qualitative and quantitative grant data for internal reports and program updates. 
· Assist with preparing regular and quarterly grant and contract reports. 
Grants & Contracts Systems
· Maintain the organization’s centralized grants and contracts tracking system using Asana or a similar platform. 
· Update workflows, templates, trackers, calendars, and other tools used to monitor grants and contracts. 
· Maintain accurate records of active, pending, renewed, and completed grants and contracts. 
· Support staff in following established grants management processes and using tracking systems effectively. 
· Help identify opportunities to improve organization, documentation, and administrative processes. 
Incoming Grants & Contracts
· Coordinate administrative requirements for grants and contracts awarded to Destination Tomorrow and track upcoming deadlines and deliverables. 
· Work with program teams to collect information and data needed for funder reports and other required submissions. 
· Support proposal and grant submissions by gathering and organizing programmatic, operational, financial, and compliance information. 
· Assist with the preparation and coordination of MOUs, subawards, consultant agreements, and other program-related agreements in partnership with leadership, Finance, Development, and Compliance. 
· Maintain records and track amendments, renewals, extensions, reporting deadlines, and closeout requirements. 
· Follow up with internal stakeholders to help ensure required grant and contract information is submitted on time.
Qualifications
· 2–4 years of experience in grants administration, contracts administration, program operations, or a related role within a nonprofit, government, or community-based organization. 
· Experience supporting or coordinating grants and/or contracts, including tracking compliance requirements, reporting deadlines, budgets, documentation, and deliverables. 
· Experience working directly with grantees, funders, community organizations, or external partners. 
· Experience supporting the preparation, review, or administration of contracts, MOUs, subawards, and related documentation. 
· Strong organizational, project coordination, and problem-solving skills. 
· Ability to manage multiple deadlines, maintain accurate records, and follow up with internal and external stakeholders. 
· Excellent written and verbal communication skills with strong attention to detail. 
· Proficiency with project management or CRM platforms such as Asana, Salesforce, or similar systems. 
· Experience supporting specialized or historically underserved communities, including LGBTQIA+ communities, preferred. 
· Commitment to Destination Tomorrow’s mission and values of equity, inclusion, and community empowerment.
Key Competencies
· Grants & Contracts Management
· Compliance & Accountability
· Project & Process Management
· Cross-Functional Coordination
· Data Tracking & Reporting
· Risk Identification & Problem-Solving
· Strong Follow-Through & Attention to Detail
· Clear, Professional Communication
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