
 

Grants Manager 

The Cade Museum for Crea�vity & Inven�on (Cade Museum) a non-profit 501(c)3 located in 
Gainesville, Florida is seeking to hire an experienced Grants Manager for our Development Team. 
This posi�on is a mul�faceted role requiring great aten�on to detail along with strong 
organiza�onal and communica�on skills. The successful candidate will be an adaptable, energe�c, 
focused, and detail-oriented team player. This is a full-�me posi�on in a growing, entrepreneurial 
environment. We are not able to offer health benefits. Salary is commensurate with experience. 
There is a three-month proba�onary period for all new hires. This posi�on will report directly to the 
CFO. 
 
This posi�on offers a wide range of opportuni�es to contribute to the Cade’s mission and goals 
including data management, assis�ng in donor stewardship efforts, and preparing reports in 
addi�on to daily administra�ve du�es. The Grants Manager is primarily responsible for managing 
grants, and providing administra�ve support for the Development Team.  
 
General Responsibilities 
• Research and iden�fy poten�al funding sources including founda�ons, government agencies 

and corpora�ons. 
• Prepare grant proposals, applica�ons, and reports ensuring compliance with all grant 

requirements and deadlines. 
• Manage the grant applica�on and repor�ng calendar to track submissions and repor�ng 

deadlines. 
• Collaborate with Cade staff to ac�vely gather informa�on and data required for grant 

applica�ons and reports. 
• Monitor and report on grant expenditures ensuring proper alloca�on of funds and adherence 

to grant budgets. 
• Work closely with Finance to ensure proper administra�on of grants. 
• Maintain accurate records of all grant-related documenta�on. 
• Data management: Collect and maintain accurate data related to donors, supporters, and users 

of the data. U�lize database so�ware to input, update and retrieve informa�on to be used in 
donor engagement. 

• Administra�ve Du�es: Provide administra�ve support to the Development Team and other 
departments as required. Manage calendars, schedule mee�ngs, and coordinate 
appointments. Assist in document prepara�on, filing and record-keeping. 

• Report Prepara�on: Generate regular and requested reports on donor contribu�ons, campaign 
progress, and program outcomes. Ensure data accuracy and integrity in all reports and 
presenta�ons. 

• Perform other duties as necessary or assigned 
 
Qualifications 
• Bachelor’s degree in related field is preferred. 
• Proven success in grant wri�ng, grant management, and fundraising. 
• Excellent writen and verbal communica�on skills. 
• Strong project management and organiza�onal abili�es. 
• Proficiency in database and data management so�ware, including willingness to learn ALTRU 
• Knowledge of nonprofit regula�ons and compliance. 
• Able to pass a level 2 background check.  



 

How to Apply 
 
Please submit a cover leter and resume to info@cademuseum.org with the subject line - Grants 
Manager Applica�on.  

mailto:info@cademuseum.org

