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Development and Grants Coordinator 
Job Announcement 
Organizational Overview 
Organization Overview
CARE Inc. (Community Action Resource Enterprises) is Tillamook County’s locally controlled! 
nonprofit social service agency. Founded in 1991 to address the effects of poverty in Tillamook. 
County, CARE Inc. has grown to provide a broad range of services that support individuals and 
families experiencing economic hardship and crisis. CARE Inc. administers more than thirty federal, 
state, county, local, and private funding sources as both a direct recipient and subrecipient of 
grant funds. The Board of Directors is committed to ensuring that all funding sources are. 
managed in compliance with funder requirements, donor intent, and applicable regulations. 
Position Summary 
The Development and Grants Coordinator reports to the Funding and Public Relations Director. The Development and Grants Coordinator have a key role in CARE’s fundraising, fostering donors, submitting grants, and building a donor base. The role is responsible for helping to lead the strategic planning, execution, and evaluation of fundraising and development initiatives. Planning and developing annual fundraising activities with the Funding and Public Relations Director, the Executive Director and the Grants and Contracts Compliance Officer. The Development and Grants Coordinator will research and recommend to his/her direct supervisor viable funding opportunities for Care, Inc, which synchronize well with current funding sources. The coordinator will help create and publish the CARE Impact Report, monthly and annual reports to the board and state, and will monitor the grants and keep watch for any unforeseen issues with political or social issues that may impact on the grants. The Development and Grants Coordinator will collaborate occasionally with the Leadership Team and will continue to build and foster a culture of philanthropy, community engagement, board and staff participation, and innovative, creative ways to diversify and build community trust, donors, and engagement in the community.
Responsibilities for Development and Grants Coordinator:
· Cultivate and maintain relationships with individuals, corporate sponsors, foundations, and government agencies.
· Organize, plan, and oversee all events and fundraising activities of the organization.
· Identify, apply, and manage grants from public and private sources.
· Create and present fundraising materials and campaigns.
· Tee up for the Executive Director to acknowledge all donor gifts and donor communication in a timely manner.
· Meet medium size donors to thank them in person and to wrap around for a larger ask. 
· Track and report all donations and grants in donor and grant software.
· Tee up a grant and contract timeline for the Grants and Contracts Compliance Officer to keep abreast of all report dates, end of cycle reports and to thank major funders when grants are expended. 
· Prepare monthly reports for direct supervisor to include in her board report.
· Cultivate and maintain relationships with individuals, corporate sponsors, foundations, and government agencies. 
· Manage the entire grant lifecycle with the Compliance Officer, including research, proposal writing, submission, and reporting. 
· Develop and maintain relationships with funding agencies and stakeholders to identify new funding opportunities. 
· Prepare and submit grant proposal on time ensuring clarity, accuracy, and adherence to guidelines. 
· Conduct thorough research to support grant applications and program development initiatives. 
· Collaborate with program staff to develop budgets and financial reports for grant proposals. 
· Engage in strategic planning efforts to align fundraising initiatives with organizational goals. 
· Provide training and support to staff on grant writing best practices and requirements. 
· Create and present fundraising materials and campaigns with leadership team.
· Track and report all donations and grants in donor and grant software.
· Attend meetings and represent CARE at social service clubs and meetings. 
· Communicate our message and brand throughout Tillamook County and Oregon.

Qualifications for Development and Grants Coordinator:
· 5 years of proven fundraising, development, or Nonprofit development Experience.
· Proven experience in grant proposal writing and fundraising within a nonprofit environment. Bring a sample to interview. 
· Strong technical writing skills with the ability to convey complex information clearly.
· Proficient in using databases for tracking grants and managing donor relations; experience with Donor View is a plus.
· Proficient in using Grant and Foundational Giving research databases for finding, matching, and applying for grants and foundations gifts, experience with Foundation Search is a plus.
· Strong understanding of fundraising principles and donor stewardship.
· Excellent research skills with the ability to analyze data effectively.
· Strong editing and proofreading abilities to ensure high-quality submissions.
· Experience in financial report writing, budgeting, and program development is essential.
· Exceptional organizational skills with the ability to manage multiple projects simultaneously while meeting deadlines.
· Strong interpersonal skills with the ability to work collaboratively across departments.
· Excellent communication, relationship-building skills, and people skills.
· Adept in public speaking.
· Strong Donor management skills and understanding.
· Strong special Event planning skills and a creative mindset.
· The ability to lead and influence your team and others in a collaborative environment.
· A strong commitment to CARE’s mission. 
[bookmark: _Hlk201650442]Work Environment
This position is primarily office-based within a nonprofit setting. Occasional in-state travel may 
be required for audits, monitoring sub-agency visits, training, or stakeholder meetings. Work 
schedules may vary periodically to accommodate reporting deadlines and audit requirements.
Reports To: Funding and Public Relations Administrator 
Salary and Benefits
Salary Range: TBD DOE depending on qualifications, experience, and available. 
funding.
Benefits
· Employer paid medical/dental/vision insurance (beginning the first day of the month after hire date)
· Retirement with employer match (employer match begins after 12 consecutive months worked)
· Vacation, Sick, and Paid Personal Days
· Career Development
· Member of the American Fundraising Association 
Equal Employment Opportunity Statement
CARE Inc. is an Equal Opportunity Employer committed to fostering a diverse, equitable, and 
inclusive workplace. Employment decisions are made without regard to race, color, religion, sex, 
pregnancy, sexual orientation, gender identity or expression, national origin, age, disability, 
veteran status, marital status, genetic information, or any other status protected by federal, 
state, or local law.
Reasonable Accommodations
CARE Inc. is committed to providing reasonable accommodation to qualified applicants and 
employees with disabilities. Applicants who require accommodation during the recruitment, 
application, or interview process should contact Human Resources.
Employment Requirements
Employment is contingent upon authorization to work in the United States. The selected 
candidate may be required to complete employment verification, reference checks, and jobrelated background screening as permitted by law.
Application Process
Interested candidates should submit:
• Cover Letter
• Resume
Grant Writing Sample 
Applications should demonstrate experience in grant and contract administration, regulatory. 
compliance, audit readiness, and commitment to CARE Inc.’s mission.
Posting Period: July 1, 2026 – July 14, 2026 

Submit applications to:
Julia Contreras, Human Resources
jcontreras@careinc.org
CARE Inc.
2310 1st Street, Unit 2
Tillamook, OR 97141
Phone: 503-842-5261
Fax: 855-631-4261
Office Hours: Monday–Friday, 9:00 a.m.–4:00 p.m.
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