
 
 

Position Available: Contract Grant Writer- Mid July-December 2017 

 

Organization Description 

Friends of the National Arboretum (FONA), is an independent 501c(3) non-profit that supports the U.S. 

National Arboretum, a 446-acre oasis of gardens and green space in northeast Washington, DC run by the 

US Department of Agriculture. FONA operates the Washington Youth Garden (WYG), the longest serving 

garden-based environmental and nutrition education program in the DC area. WYG, with an annual budget 

of approximately $530,000, is funded through foundation grants, as well as from individual and corporate 

contributions. Washington Youth Garden uses the garden cycle as a tool to enrich science learning, inspire 

environmental stewardship and cultivate healthy food choices in youth and families.  

 

Position Description 

We are currently looking for an experienced grant writer to work on a consulting basis to oversee the grant 

program for the Washington Youth Garden in collaboration with WYG's Program Director and FONA’s 

Membership and Grants Coordinator. This person will manage the grants calendar, including the annual 

submission of at least 30 high-quality grant application annually, meeting all reporting requirements, and 

supporting relationships with program officers. Working closely with the WYG Director, s/he will also 

create and implement effective strategies for developing new foundation and corporate relationships and 

grow grant and sponsorship income. 

 

The successful candidate will have excellent writing skills, with grant writing and reporting experience, a 

creative spirit, proactive and positive attitude, and the ability to work both independently and as a member 

of a team. 

 

Essential Duties and Responsibilities 

 Write compelling grant applications and grant reports; 

 Research and identify prospective funders; 

 Write letters of introduction and inquiry to potential new funders; 

 Help maintain grant tracking system and calendar; 

 Research and cite evidence to back all proposals; 

 Attend weekly grant meetings; 

 Communicate regularly with WYG and FONA staff to ensure grants are complete with proper 

attachments; 

 Advise Program Director on funding strategies.  

 



 

 

Ideal Skills and Qualifications 

 2-3 years of experience in grant writing; 

 Ability to successfully manage grant proposals and reporting with an exceptional focus on quality 

and an ability to meet deadlines and see projects through to completion; 

 Highly organized, detail-oriented self-starter with the ability to work under pressure; 

 Keen organizational, critical thinking, and analytic skills including strong capacity to create and 

manage project tracking systems; 

 Strong writer with demonstrated excellence in verbal and written communications including 

proficiency in grammar, editing, and proofreading; 

 Superior organizational, time management and multi-tasking skills; 

 Intermediate to advanced skills in Microsoft Word and Excel; 

 Collegial and flexible working style;  

 Bachelor’s degree preferred; 

 Interest in outdoor/environmental education, nutrition, and/ or urban youth gardening programs is 

preferred. 

 

Schedule  

Contract period: July 18 – December 22, 2017, with possibility for extension into 2018; 

Contract position to work from home/telecommute; flexible schedule; 

One weekly in-person or phone meeting with Program Director and/or Membership and Grants Coord; 

Hourly rate dependent on experience (~ $40-$50/hr.); 

Approximately 30-40 hours of work per month;  

Must have own phone and computer with internet access and scanner. 

 

To Apply 

Please submit a detailed resume and cover letter with your time availability and hourly rate via email to: 

Nadia Mercer, Program Director, nmercer@washingtonyouthgarden.org. Application deadline is June 12, 

2017. No phone calls please. Position will remain open until filled.  

 

To learn more about the Washington Youth Garden, visit www.washingtonyouthgarden.org  

To learn more about Friends of the National Arboretum, visit www.fona.org 
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