
 
 

The Winooski Partnership for Prevention is hiring a Grants Manager. 
 
Reports to the Executive Director 
35 to 40 hours per week 
Pay scale range $39,000 to $45,000 per year, depending on experience 
Benefits include health insurance, paid vacation and sick time, holidays 
Grant-funded position 
 
Job Description 

The Winooski Partnership for Prevention is hiring a full-time, fully-benefited 

Grants Manager to work in its Winooski, Vermont office. The Winooski Partnership for 
Prevention is a small staff (1-3, depending on current projects) serving the city of 
Winooski, Vermont. The mission of the organization is to prevent substance use with 
community-based interventions. The organization continually partners with local, 
regional, and federal groups to do this work. 

 
The grants manager will manage, track, and report on progress and evaluation of 

grant-funded projects. The grants manager will ensure donors and coalition members 
are updated regularly about our work in ways that meet their needs, through social 

media, newsletters, earned media, and at events and programs. In addition to tracking 
existing grants, the grants manager will identify and apply for new grants, develop and 
carry out the organizational development plan, and regularly communicate with 
individual and corporate donors. 

 
Other tasks associated with this position include developing and managing small 

events (under 50 people), assisting with youth programming, and general 
administrative work.  

 
Characteristics of a successful grants manager 

The work will require balancing multiple projects and proposals and effectively 
meeting quarterly and yearly deadlines for existing grants. It will also mean regularly 
working nights and weekends. No week should normally exceed 40 hours of work. 

 



In addition, because it is a small nonprofit, a team spirit and sense of humility are 
essential. We value leadership as service and stepping up to the need at hand. WPP is 
looking for a team member who is excited to be a part of long-term projects that lead to 
positive, sustainable change in our community. With dedication to the role, there is 
opportunity to grow within the position. Passion for the mission will be key. The unique 
challenges and opportunities that exist in the field require resilience, creativity, and 
hope. Our goal is to secure the health and wellbeing with the people who live, work, and 
play in Winooski so that everything else is possible.  

 

If you think this might be you, please send us a resume and a cover letter 
that gives us a sense of who you are and what you offer to this work.  
 
Necessary Qualifications  

• Previous experience in a high school or college prevention program is helpful 

• Passion and understanding of community-based substance use prevention using 
public health approach  

• At least 5 years relevant experience and/or education 
• Proven experience managing projects 
• Proven experience winning grants 

• College degree  
• Ability to work remotely, but as state guidelines change, the ability to work 80% 

of the time physically in Winooski, Vermont in a small, open office. 
 

Skills and Characteristics  
• Effective, clear writing in all relevant contexts 
• Project Management  
• Flexibility 
• Thorough, open communication   

• Grit / resiliency    
• Humility 

 
The Winooski Partnership for Prevention is an equal opportunity employer. 
 
To apply, email a cover letter and resume in PDF format to the Executive Director, 
Kate Nugent, at katenugent@winooskiprevention.org. Please note that resumes without 
cover letters will not be reviewed or responded to. Multiple references and a background 
check will be required before employment begins. 
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