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Position Title: Grants Manager  
 
Reports To: Chief Executive Officer 
 
Compensation: Full-time. Competitive, commensurate with experience. Full benefits.  
 

 
About Youth UpRising 
 
Youth UpRising (YU) exists to build healthy, economically robust communities in East Oakland and the 
surrounding county by harnessing the leadership of young people, improving the systems that most impact 
their lives and advancing community development.  

 
Since opening in 2005, YU has gone from eight to nearly eighty staff, emerging as East Oakland's leading 
community transformation engine, praised as a national model by Attorney General Eric Holder in 2010. 
Housed in what was once an abandoned supermarket, YU is now a 25,000 square-foot state-of-the-art 
community transformation center annually serving about 3,000 unduplicated Alameda County youth, ages 
13-24. With a campus that includes an onsite health clinic, an internet café and a multimedia center, YU 
offers core programming in four areas: Career & Education, Health & Wellness, Civic Engagement, and 
Art & Expression. YU also operates a social enterprise hub that creates jobs and provides industry-specific 
training in high-growth sectors that facilitate a young person's transition into the workforce and 
postsecondary education.  

 
While YU's mission is to cultivate community transformation, East Oakland is at the epicenter of the 
violence and poverty shaping the poor outcomes and disparaging perceptions plaguing Oakland and 
Alameda County. Yet Youth UpRising's work is grounded in the belief that by providing comprehensive 
services and supports for the community's most at-risk young people and engaging them as partners in 
improving the community, we can create healthy eco-systems that can change the place without displacing 
the people.  
 
For more information about Youth UpRising go to: www.youthuprising.org 
 
The Opportunity 
 
Youth UpRising offers the Grants Manager an opportunity to join a dynamic, fast-paced organization with 
a compelling mission and a successful track record of attracting, engaging and serving a high-risk 
population in strategies for personal, professional and community transformation. In joining YU's staff, the 
Grants Manager will become part of a high-performing, warm, diverse team that includes people 
indigenous to the community, those who are deeply committed to social change, and youth within our 
target population who help to keep the organization attuned to the current realities of youth culture and life 
in East Oakland. The Development team is a tight-knit group of strategic, thoughtful, high-producing and 
charismatic individuals who are committed to raising YU's annual budget of nearly $10M in grants, 
government contracts, fee-for-service and in-kind funds as well as rising the organization's profile among 
targeted audiences.  
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Position Summary  
 
The Grants Manager will be responsible for grants management, supporting, tracking and assisting in the 
evaluation of YU programs to ensure all contract and funders' deliverables are met. This includes 
identifying, collecting, verifying and reporting on grant deliverables and data, tracking all documents and 
program information required by funders, identifying, managing and submitting Letters of Interest (LOIs); 
and writing and tracking grant proposals and reports. The Grants Manager will work collaboratively with 
the Executive team, Development Staff, Manager of Research and Evaluation, and Program staff to 
coordinate cultivation and solicitation efforts with government, foundation and corporate donors, and 
ensure excellent relations and customer service with existing funders and donors.  
 
Primary Responsibilities 
 
• Work with Program staff to develop, articulate and support implementation of contracts for YU services, 
ensuring outcomes are aligned with YU's vision and mission.  
• Develop and maintain a thorough understanding of grant contracts and maintain donor files. 
• Coordinate contacts and maintain donor database with responsibility for tracking deadlines, 
communications, awards, contact information, follow-up tasks and reporting requirements. 
• Track grant deliverables, and provide information to the executive team and programs on requirements 
and deliverables and their status.  
• Track grant proposals to funders providing status of proposals in development, proposals submitted to 
funders and proposals that have been issued or canceled. 
• Manage grant processing and write acknowledgment letters. 
• Responsible for all report generation for donor analysis, strategy and decision-making. 
• Prepare LOIs, grant proposals, grant reports and acknowledgements to current and potential funders, 
including developing clear, concise and compelling content, copy-editing and reformatting of text. 
• Support the management of relationships with targeted foundation staff and coordinate any involvement 
of other Youth UpRising staff in the management process. 
• Coordinate correspondence with funders, and handle routine clarifying calls regarding submission dates, 
guidelines. 
• Ensure overall quality and accuracy of all contracts received; including various government and 
foundation grants. 
• Coordinate the completion and submission of required reports. 
• Develop professional working relationships with contractors, funders, donors and government agencies. 
• Review government and funding proposals to assure compliance and regulatory requirements. 
• Manage and administer contracts and assist in contract negotiations. 
• Work with development and finance teams to review, prepare and submit accurate and invoicing.  
• Collaborate with Leadership to implement and complete regular program evaluations. 
• Manage and update donor records through the use of donor tracking software. 
• Support online fundraising campaigns and event fundraisers. 
• Coordinate with program and finance staff to compile written grant reports with financial reports and 
other required documentation. 
• Manage Department's tracking tools including calendar and income projections spreadsheets 
• Communicate regularly with staff about funded projects, and participate in program discussion with other 
staff to develop ideas and strategies for developing new prospects and programs or activities. 
• Draft fundraising-related text for contribution to newsletters, websites, board reports, promotional 
materials, annual reports or other publications as needed. 
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.  
Qualification and Competency Requirements 
 
Positional Competencies -- required for the Grants Manager 
• GRANTS MANAGEMENT-- Highly organized and able to manage Development Department tracking 
tools including development calendar and income projections spreadsheets. Excellent attention to detail 
and accuracy is a must, as well as the ability to multi-task in a fast and changing environment, and excellent 
time-management skills. 
• CULTIVATION AND SOLICITATION EXPERIENCE -- Two to five years of professional 
experience with a proven track record in securing major grants from foundations and mid-size grants from 
corporations. Experience with event management and crowd fundraising is a plus. 
• STRONG COMMUNICATION SKILLS -- Solid communication skills, including a demonstrated ability 
to communicate effectively with staff and be able to present data in a clear and concise manner.  
• CULTURAL COMPETENCY -- Demonstrated knowledge of YU's mission, goals, programs and 
services and the ability to work well with YU's staff and target population. Demonstrated commitment to 
social justice and youth movements. 
• WRITING SKILLS -- Ability to compellingly describe YU and its programs in writing. 
• MULTI-TASKING SKILLS-- Ability to prioritize tasks to meet deadlines and manage multiple projects 
in a high volume environment.  
• AVAILABILITY for occasional evening and weekend work. 
Core Competencies - required of all staff for successful performance at YU. 
• HIGH PERFORMANCE - Strong work ethic • Results oriented • High energy • High integrity • 
Reliability • Committed to Excellence • Takes initiative and gets things done • Demonstrated success in an 
entrepreneurial setting, with the ability to think strategically while executing tactically within a resource-
constrained environment  
• ORGANIZATIONAL SKILLS - Detail oriented • Tracks results • Demonstrates good work habits • 
Effectively uses their and other people's time • Comes to tasks/meetings well prepared • Has excellent 
computer skills including MS Word, Excel, PowerPoint and relational donor databases • Develops efficient 
systems, processes and tools  
• FLEXIBILITY - Adapts to new information or circumstances • Willing to wear many 'hats' to get the job 
done • Creative in troubleshooting and finding solutions • Able to flourish in a fluid environment  
• POSTITIVE ATTITUDE - Able to maintain composure, hope and a sense of humor amid challenges • 
Able to remain positive and see solutions among difficult issues • Stamina • Able to manage and diffuse 
stress  
• SOCIAL SKILLS - Able to work with a wide variety of people • Able to communicate with respect and 
clarity • Open to different viewpoints • Self-aware • Compassionate • Collaborative • Able to give and 
receive candid feedback • A role model  
• CRITICAL THINKING - Thinks interdependently, framing the goals of one department/project within 
the entire vision • Sees current issues and challenges within a broad framework • Makes decisions that have 
the greatest long and short term positive impact • Thinks 'outside the box' -- beyond given paradigms • 
Able to access resources (money, people) to advance solutions • Able to reflect on and improve both 
content and delivery • Open to developing awareness of the structural factors (socioeconomic context) 
impacting our communities  
 
Start Date: Immediate Opportunity. Applications accepted until position is filled  
 
Compensation: Competitive, commensurate with experience. Youth UpRising offers a competitive 
benefits package, which includes Medical, Dental, Vision, 401(k), PTO, Life Insurance and Flex Plans  
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How to Apply: Email resume, cover letter, and four professional references to talent@youthuprising.org 
and include "Grants Manager" -- [Your Name]" in the subject line.  
 
Youth UpRising is an Equal Opportunity Employer. Youth UpRising strives to reflect the diverse 
community it serves. Applicants who contribute to this diversity are strongly encouraged to apply. 

 

mailto:talent@youthuprising.org

