
Boys & Girls Clubs of Venice 

 

Post Date  June 22, 2017 

Organization  Boys & Girls Clubs of Venice 

Title   Manager of Foundation Relations 

Location  Venice, California 

 

OUR ORGANIZATION 

At the Boys & Girls Clubs of Venice (BGCV) our mission is to enable all young people, especially those 

who need us most, to reach their full potential as productive, caring, responsible citizens. BGCV was 

established as a VISTA project on Venice Beach in 1967, and since then we have grown significantly. 

Today we operate at three sites: our main facility, the James A. Collins Unit, and satellite sites at Venice 

High School and at Mark Twain Middle School. We serve thousands of youth annually with high-quality 

programs that cover education and career development, and also nationally-recognized programs in 

STEM and in the Fine Arts. With a reputation for innovation, we partner with local businesses and 

community organizations to develop unique opportunities to advance our mission. Today, BGCV is 

considered one of the leading youth service agencies on the Westside. 

We are led by a dedicated leadership team of four staff members, and currently have an additional staff 

of seven full-time and 14 part-time employees covering administrative and programming functions. Our 

annual operating budget is just over $2 million. 

POSITION DESCRIPTION 

Reporting to the Director of Resource Development, the Manager of Foundation Relations (MFR) is 

responsible for all grant writing, submission and reporting for BGCV.  He/she oversees the creation and 

management of a well-coordinated, strategic development plan to cultivate and solicit support from 

private and corporate foundations, as well as local and state government sources. This position works to 

establish long-term partnerships, steward and strengthen existing relationships, and initiate new 

contacts within the foundation, corporate, and government sectors. The Manager oversees an active 

portfolio of prospects that result in significant new foundation, corporate, and government funding to 

support BGCV’s mission and programs. It is expected that the amount of money raised by BGCV 

annually will increase because of the MFR’s systematic and effective strengthening of BGCV’s overall 

fundraising capability. We are a highly collaborative, and small but effective team.  The MFR will need 

to demonstrate a great amount of flexibility, perseverance, and positivity in achieving the 

organization’s goals, often in an environment of scarce resources. 



RESPONSIBILITIES 

 In consultation with senior leadership and program directors, develops and writes competitive 

grant proposals, letters of inquiry, and concept papers. 

 Writes grant reports to foundations, donor contact reports, thank you letters, and other donor-

related materials. 

 Conducts prospect research and prepares briefs outlining giving potential. 

 Works collaboratively with program staff to ensure grant compliance and outcomes, donor 

stewardship, and participates in program planning as needed. 

 Monitors proposal deadlines and manages proposal submissions. 

 Facilitates and supports in the creation and development of new or enhanced programs. 

 Maintains high quality stewardship process for active foundation, corporate, and government 

donors and prospects to ensure that stewardship and reporting requirements are met. 

 Advises on stewardship and recognition activities such as on-site signage, and recognition in 

Club publications and marketing materials. 

 Updates foundation and corporate donor/prospect information in Salesforce (Non-profit 

Success Pack) to document solicitation activities and to sustain successful partnerships. 

 Supports Resource Development and New Opportunities Committees. 

 Supports Resource Development team in Gala and other event fundraising and production. 

 Participates regularly in Board meetings and professional develop opportunities to adopt best 

practices. 

DESIRED QUALIFICATIONS 

 4+ years of professional experience writing grants while working for nonprofit organization(s). 

 Demonstrated track record of success writing grant proposals and reports is essential. 

 Extensive experience cultivating effective long-term relationships with private and corporate 

foundation executives and government grant officials. 

 Strong oral and written communication skills and detail-oriented. 

 Excellent time-management skills, with the ability to deliver quality work by deadlines. 

 Proficient computer skills in Microsoft Office programs, with development database experience 

preferred.  Salesforce (Non-profit Success Pack) experience a plus. 

 Bachelor’s degree in a related field required.  Graduate degree a plus. 

COMPENSATION AND HOURS 

 This is a full-time position (exempt). Our operating hours are 10am-7pm, Monday - Friday. 

There is some flexibility in this position’s work hours. The MFR will be required to be available 

mornings, weeknights and Saturdays and occasional Sundays for meetings and events as 

needed. 

 Salary will be commensurate with experience. 

 Please submit cover letter, resume, and 1-2 samples of grants you have written to 

tamra@bgcv.org.  No calls please. 

mailto:tamra@bgcv.org

