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Grants Coordinator 

Overall 

The Grants Coordinator is responsible for identifying, applying for, and managing funding 
opportunities to support the Coolum Women’s Shed programs and initiatives. The Grants Coordinator 
plays a pivotal role in securing financial resources to help the organisation achieve its mission and 
expand its impact within the community. 

Specifically 

- Research and stay informed about new grant opportunities and avenues of funding  

- Write convincing proposals that meet the criteria and deadlines of the grant organisers 

- Prepare and update reports and material used to support funding requests 

- Oversee the management of awarded grants, including ensuring compliance with all 
requirements, compilation of correct and appropriate documentation, and tracking thereof, and 
reporting on the appropriate use of funds 

Qualities and skills 

- Passionate about the Coolum Women’s Shed, with a desire to see it thrive and grow 

- Organised, with an ability to communicate clearly 

- Willingness to learn and undertake training, including grant information in-service sessions, as 
necessary 

Communication channels 

Supported by and reporting to the Management Committee 

Anticipated workload 

Occasional, currently a few hours per quarter, but may increase 

 

 

 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary  

Management Committee:  coolumwomensshed@gmail.com 
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