St. Vincent’s is seeking a full time (40 hours a week) Grant Writer and Special Events Coordinator.  This position is responsible for grant writing, special event coordination, and a full range of administrative support for St. Vincent’s Development Department.
We are seeking an experienced grant writer and special events coordinator with a can-do attitude.  Must possess strong writing skills and have the ability to manage administration, logistics, and volunteers independently and simultaneously in an organized manner.  Must have at least two years of grant writing and/or fundraising and special event experience.
Must be a self-starter able to anticipate needs, discern work priorities, meet deadlines with little supervision, and be willing to work occasional evenings and weekends.
Must possess excellent interpersonal communication skills, provide outstanding customer service, and be able to build relationships with all levels of staff, clients, volunteers, and donors.  
Must demonstrate initiative and follow-through as necessary.
Must have excellent skills in writing, editing, proofreading, word processing, and database management.
Must be proficient on PC computer and software (Microsoft Office, Adobe Creative Suite, Raiser’s Edge, and other software as applicable).
College graduate preferred.
Must maintain high level of confidentiality.
Manner of dress is always professional.
Must demonstrate personal identity with and commitment to the mission, vision, and values of 
St. Vincent’s.

Must pass criminal background and fingerprint check, pre-employment physical with negative TB test, and have a valid California Driver’s license with clean DMV record.  
Compensation depends on experience.
Benefits eligible position after 90 days.
To apply, please submit your resume, cover letter, and one brief writing sample (one side of one sheet of paper maximum ) via e-mail to allison@sv-sb.org or fax your information to (805) 967-7508 Attn: HR.  EOE. 
Opened in 1858 by the Daughters of Charity of St. Vincent de Paul, St. Vincent’s is a Roman Catholic organization serving the needs of the Santa Barbara Community. For more information regarding St. Vincent’s and its mission, please visit our website at www.stvincents-sb.org.
