
BOYS & GIRLS CLUBS OF DORCHESTER JOB DESCRIPTION 
 
 
TITLE:   Proposal Development Specialist 
DEPARTMENT:  Development 
REPORTS TO:  Chief Development Officer 
FLSA CLASS:     Non-Exempt  
STATUS:  Full-time (40 hours/week) 
LOCATION:  Hybrid 
 
JOB SUMMARY/PRIMARY FUNCTION: 
 
As a member of the Development Team, the Proposal Development Specialist will support the 
Club’s fundraising plan through the prospect research, preparation, submission, and tracking of 
grant proposals and reports. This individual will collaborate extensively with staff at all levels of 
the agency to obtain the information needed to produce competitive proposals. In addition, the 
Proposal Development Specialist will contribute to the upkeep of collaborative fundraising tools, 
including updating information in Raiser’s Edge. 
 
 
KEY ROLES: (Essential Job Responsibilities) 

● Research, compose and submit grant proposals, reports and letters of inquiry to secure 
and increase grant revenue. 

● Own the full lifecycle of each assigned grant, from pre- to post-award. 
● Collaborate with program staff and senior leadership to obtain necessary information 

for grant projects.  Attend Program Staff Meetings and serve as a liaison between the 
Development and Program Teams. 

● Maintain a sound knowledge of the Club’s mission, programs, target population and 
strategic vision. Use this information to better prepare proposals and other written 
communications. 

● Develop proposal concepts and coordinate input on grant proposals from senior 
management and program staff. 

● Identify supporting data to create compelling written content. 
● Research grant-making prospects and compose funder profiles. 
● Update and maintain electronic grant records, including the grant research database. 
● Assist with fundraising strategies and fulfill other responsibilities as requested by the 

Director of Development or Chief Development Officer. 
● Execute donor relations and stewardship strategies and systems that result in more 

effective demonstrations of impact and gratitude. 
● Offer occasional special event assistance to Development team members as needed. 
● Perform other duties as assigned. 

 
QUALIFICATIONS: 

● Bachelor’s degree or equivalent experience 
● Skilled in persuasive writing 
● Exceptional self-editing skills and an impeccable sense of grammar 
● Organizational and project management skills 



● Ability to meet project deadlines 
● Experience working independently and as a team player 
● Proficiency in Microsoft Office and Google Suite 
● Proficiency in Raiser’s Edge is a plus 
● Previous grant-writing and/or nonprofit experience is a plus 

 
RELATIONSHIPS: 
Internal: Maintain daily contact with Club professional staff to inform the proposal and report 
development processes. Seek input from all program staff.  
 
External: Maintain contact with individual funders to support the grant writing and grant 
reporting processes. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT: 
 
No unusual physical requirements. Nearly all work is performed in a comfortable indoor facility. 
 
Routine deadlines (usually sufficient lead time); variance in work volume seasonal and 
predictable; priorities can be anticipated; interruptions are common. 
 
Job frequently requires sitting, standing, walking, handling objects with hands, talking, hearing, 
typing and looking at a computer screen.  Job occasionally requires reaching and lifting up to 10 
pounds. 
 
Waiver: 
I have read, understand and voluntarily commit myself to the general guidelines contained in this 
document.  I also understand that this is only a basic description of my job and that it does not, 
nor is it intended to, outline all of the specifics of the responsibilities which I will be expected to 
perform. 
 
Employee’s Name (Print):___________________________________________________ 
 

Employee’s Signature: ___________________________________Date:______________ 
 
 

                   
 

Colonel Daniel Marr Boys & Girls Clubhouse 35 Deer Street 
Paul R. McLaughlin Youth Center 1135 Dorchester Avenue 

Walter Denney Youth Center Harbor Point 270 Mount Vernon 
Street 

 
 


