
 

 
INTERIM CONTRACT GRANTS WRITER – WORKFORCE DEVELOPMENT 

(Contract Position) 
 
Seattle Jobs Initiative (SJI) is a non-profit organization that creates opportunities for people to support themselves 
and their families through living wage careers.  All of our work is designed to eliminate barriers to good paying, long-
term work.  We creatively align support services – including housing, childcare, transportation and counseling – with 
job skills training and job placement assistance.   
 

Are you passionate about writing proposals?   
 

 Do have at least five years’ proven grant development and writing experience for federal and state government, foundations 
and other grant proposals in workforce development? 

 Are you a creative writer and able to procure grants for existing and new programs?   
 

If this is you, we invite you to apply to our open interim contract position of Grant Writer at SJI! 
 
What will you do? 
As a contractor for SJI writing grants you will write proposals and letters of intent while meeting deadlines by gathering information 
and completing document preparation for review and approvals prior to submission.  This position will be working under the Executive 
Director during this contract assignment.  In addition, you will identify funding opportunities through the government, foundations or 
private grants.  The Grant Writer will be responsible for tracking, updating, and monitoring the grants, including status of any pending 
grant submissions. 
 
What qualifications and experience will the Interim Contract Grants Writer bring to SJI? 

 Although this is a contract position, we expect that those working with or for SJI bring a commitment to fulfilling our mission 
and exhibiting a high level of professional behavior in all aspects of their work.  This includes expected  values which 
include, but are not limited to; excellent communication, professional and gracious behavior, collaboration, respect, and 
leadership behavior. 

o All working with SJI are expected to proactively model leadership behavior, both internally and externally through 
taking ownership and initiative, contribute ideas, accountability of self and others, model behavior that elicits the 
best in others, be approachable, authentic, open and humble. 

 Bachelor’s Degree; Master’s Degree preferred in grant writing and contract administration.  An equivalent combination of 
experience and education is acceptable. 

 5+ years of nonprofit grant writing experience, preferably for programs in workforce development or related field. 

 Ability to write persuasive proposals. 

 Knowledge and proven outcomes with fundraising techniques and strategies. 

 Ability to read and interpret documents, such as, instructions and procedure manuals; ability to write routine reports and 
correspondence; ability to speak effectively before groups of customers or employees of an organization. 

 Excellent research and written communication skills. 

 Experience working in a deadline driven environment. 

 Exceptional attention to detail. 

 Proactive and self-motivated. 

 Strong Project Management skills. 

 Ability to work independently and as part of a team. 

 Proficiency in the Microsoft Office suite, advanced skills preferred. 

 Ability to work on site at the SJI Offices, Beacon Hill neighborhood of Seattle. 

 Local candidates only. 
 
TO APPLY: Please e-mail your resume and cover letter to: kmichelclark@seattlejobsinit.com  
 

Seattle Jobs Initiative is an Equal Opportunity Employer 
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