
 
Grants and Contracts Manager Job Posting 

January 2022 

 
WestSide Baby, in partnership with our community, provides essential items to local children in need by 
collecting and distributing diapers, clothing, and equipment.  

The Grants and Contracts Manager (GCM) will be responsible for grants administration, compliance within 
grants, and contract review and management. The GCM will work closely WestSide Baby’s Director of 
Development, Bookkeeper and manage the contract Grant Writer. The GCM will support the development team, 
collaborate with the program team, analyze contracts, track expenditures and submit regular invoices and 
reports. The GCM will use their knowledge of funding institutions (City, State & County), along with a variety of 
private foundations, to support nuanced and attractive funding proposals while giving adequate attention to 
compliance matters. The Grants and Contracts Manager will have the opportunity to learn and also share their 
unique capacity with the development team. 

This is a full-time, 40 hours a week, exempt salaried employee position at our White Center, Seattle office. Due 
to the COVID-19 pandemic, an estimated 90% of the job functions can be performed remotely, with the 
remaining 10% requiring onsite attendance. Flexible schedule to be determined at the time of hire depending on 
COVID mandates and agency need. This position reports to the Director of Development. Salary range is 
between $58,000 - $62,500 annualized, depending on experience; generous benefit package, PTO and holiday 
pay available.  Schedule may include occasional evening and weekend hours. 

To do our best to protect the population we serve, and to provide a safe working environment for our staff, 
WestSide Baby employees are required to comply per Public Health and CDC guidance with COVID-19 
vaccination requirements outlined in our internal policies as a condition of employment.   

Core Responsibilities 

Grant Cycle Management (40%) 

 Manage administration of the grant cycle from application to closing, coordinating efforts across teams 
to support grant compliance across all levels.  

 Ensure grants or contracts are well administered and that all stakeholders are informed of relevant 
funder compliance regulations to support on-track, on-time, and on-budget implementation.  

 Review and refresh internal processes for grants management as needed.  

External reporting (30%) 

 Lead the data compilation process for monthly, quarterly and annual reporting requirements in 
collaboration with relevant staff 

 Manage external reporting to ensure timely delivery of high-quality reports which meet requirements.  

 Ensure quality information management related to reporting by overseeing the regular maintenance of 
grant files, data entry, reporting calendars, and updating internal documentation and grant 
management functions.  

Ensuring compliance (20%)  

 Ensure compliance with approved program/project budgets and spending policies, and initiate improved 
policies and systems regarding spending guidelines, cost allocation, and annual planning. 

 Collaborate with program staff for revisions, modifications and budget realignments, approving these 
and presenting to funders if necessary.  



 Work closely with program staff to ensure annual program budgets fully incorporate funding from 
restricted funding sources. 

Management & Capacity strengthening (10%)  

 Manage contract grant writer and conduct regular check-ins 

 Attend bi-monthly management team meetings 

 Conduct ongoing capacity strengthening of staff in report writing, editing, and critical analysis.  

 Provide capacity building for staff in grants management, spending tracking, and compliance.  

Required Skills/Abilities 

 Experience with public and private funding in a non-profit or funder setting 

 Outstanding organization and project management skills.  

 Strong interpersonal skills. Must have a track record of developing and maintaining strong working 
relationships among diverse groups of stakeholders. 

 Excellent communication skills, both written and verbal. 

 Proven ability to work successfully in a dynamic, collaborative, team-oriented organization 

 Highly motivated, resourceful, and flexible. 
 

Required Education and Experience 

 High school diploma or equivalent. 

 At least two years’ relevant work experience required. 
 

Preferred Experience 
• Experience in a management role is preferred. Key manager competencies include supervisory skills, 

prioritization, delegation, giving and receiving feedback, and embodying the organizations values and 
commitment to equity. 

 Familiarity with Seattle, King County and/or WA state public funding landscape  
 Grant writing experience  

 

Physical Requirements  

 Prolonged periods of sitting at a desk and working on a computer and viewing monitor/lit screen  

 Ability to work in standard office lighting  

 
To Apply 
To Apply Submit cover letter or video “cover letter” and resume addressed to Carina Schubert, Director of 
Development, to employment@westsidebaby.org with “Grants & Contracts Manager” in the subject line. 
Priority deadline to apply is February 28, 2022.  
 
Our hiring process involves a 3-step process:  

1. Qualified applicants will be contacted for a phone interview;  
2. Candidates who advance will be invited for an in-person interview that includes a site tour and  
3. Finalists will participate in more casual team interviews including site tour.  

 
WestSide Baby values diverse perspectives and life experiences. We encourage individuals of all backgrounds to 
apply including people of color, immigrants, refugees, LGBTQ, women, people with disabilities, and veterans. As 
an organization, we collaborate closely with many different communities around King County and value equity as 
a priority in our work. 
 
Equal Employment Opportunity 
WestSide Baby is an equal opportunity employer. Employment decisions are based on merit and business needs. 
It is the policy of WSB not to discriminate against employees and applicants based on race, color, citizenship, 
status, national origin, ancestry, gender, sexual orientation, age, religion, creed, physical or mental disability, 



marital status, veteran status, political affiliation, or any other factor protected by law, with respect to 
recruitment, hiring, training, promotion and other terms and conditions of employment. All employment 
decisions shall be consistent with the principle of Equal Employment Opportunity. 


