
 
 

Job Title: Senior Grants & Services Coordinator  

Benefits: Competitive Benefits Package 

 

Job Summary 

Under the direction of the Grants & Services Director, coordinate and provide support for 

various grant and service programs, such as Project Support, BOOST, Artists in the Community 

grants, International Artist Exchange Program, Fellowships, and OPPArt workshops, including: 

 Coordinate process, materials, communications and logistics 

 Provide support and guidance to current and potential applicants 

 Coordinate press releases with Marketing, as needed 

 Contract coordination including documentation and grant payments 

 Coordinate and conduct program workshops for the public 

 Process reports and analyze data as required 

 

Also provide Administrative Support, including: 

 Provide program and budget updates to Director 

 On-going program evaluation, reporting and recommendations   

 Maintain Grants & Services website content 

 Assist with launch & upkeep of new application software system   

 Keep grants database accounts up-to-date and all files current 

 Coordinate contracts and check requests to Finance and Administration 

 Partner with other departments and complete additional projects, as needed 

 

Minimum Qualifications 

Ideal candidate will have 3-5 years experience in grant-making and high-touch customer service. 

Working knowledge of grant processes, administration systems, and budgeting is preferred.  

Familiarity with the Columbus arts community preferred, but not required. Must have ability to 

assess big picture while also maintaining attention to detail, employ critical thinking, and 

organize information in a logical manner. Candidate should be a patient, active listener and 

possess excellent oral & written communications skills. Must be able to work independently as 

well as a part of a team, meet target deadlines and manage time effectively. Working knowledge 

of applicable software programs such as Microsoft Excel, Microsoft Word, and PowerPoint.   
 
Please email cover letter stating salary requirements and resume no later than August 6th to 

Jobs@gcac.org. No phone calls.  We thank all candidates for their interest, however, we are only 

able to contact those who we decide to interview. EOE/M/F/D/V/SO 
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