Grant Writer and Coordinator 

About Epilepsy Foundation Texas (EFTX):
Epilepsy Foundation Texas (EFTX) is dedicated to leading the fight to overcome the challenges of living with epilepsy. We provide vital programs and services to individuals and families affected by epilepsy across Texas.
Position Summary:
A Grant Writer and Coordinator supports Epilepsy Foundation Texas (EFTX) by writing grants and grant administration efforts while assisting with the execution of programs, fundraising activities, and events across Houston, Dallas/Fort Worth, and West Texas. The position reports to the Development Officer.
This role is primarily responsible for researching, preparing, and submitting grant proposals, as well as supporting grant reporting and compliance. In addition, the Coordinator provides administrative and operational support to ensure successful delivery of EFTX programs and development initiatives aligned with the mission to provide care, community, and hope.
Salary Range $45,000-52,000
Responsibilities:
Grant Writing & Grant Management 
· Research and identify grant opportunities from foundations, corporations, and government sources. 
· Draft, edit, and submit approved grant proposals, letters of inquiry, and supporting materials. 
· Maintain a grants calendar to track deadlines, submissions, and reporting requirements. 
· Assist with grant reporting, ensuring timely and accurate submission of required documentation. 
· Track grant outcomes and maintain organized records of applications, awards, and declines. 
· Collaborate with program and leadership teams to gather data, budgets, and narratives for proposals. 
Fundraising & Development Support
· Support broader fundraising efforts, including sponsorship tracking, donor communications, and event-based revenue activities. 
· Maintain donor and grant records in CRM or tracking systems. 
· Assist in preparing materials for donor meetings, sponsorship packages, and outreach efforts. 
Program & Event Support
· Assist with coordination and execution of programs, including camps, walks, education, and advocacy initiatives. 
· Support event logistics such as registration, materials preparation, vendor coordination, and on-site support. 
· Track participation data and assist with post-event reporting. 
Operations & Data Management
· Maintain organized documentation for grants, programs, and development activities. 
· Track expenses and assist with basic budget monitoring related to grants and programs. 
· Support data entry, reporting, and maintenance of tracking tools and systems. 
· Assist with compliance and documentation requirements as directed. 
Volunteer & Team Support
· Assist with volunteer coordination, scheduling, and communication for events and programs. 
· Provide general administrative support to development and program teams. 
Communications Support
· Assist with development-related communications, including grant narratives, impact stories, and reporting content. 
· Support execution of social media, website updates, and program promotion. 
Stakeholder Engagement
· Support relationship management with funders, donors, and community partners. 
· Represent EFTX professionally at events and community engagements as needed. 
All Other Tasks as Assigned
Qualifications
· Bachelor’s degree preferred (or equivalent experience). 
· 1–4 years of experience in grant writing strongly preferred. 
· Strong writing, editing, and research skills with attention to detail. 
· Ability to manage multiple deadlines and prioritize effectively. 
· Strong organizational and data management skills. 
· Proficiency in MS Office and willingness to learn CRM and grant tracking systems. 
· Strong communication and interpersonal skills. 
· Proactive, reliable, and team-oriented approach. 
· Passion for the mission of Epilepsy Foundation Texas. 
· Ability to travel region and work evenings/weekends.
Find job posted here: eftx.org 
Reach out to Debbie Ortiz at dortiz@eftx.org to apply.
Epilepsy Foundation Texas is an equal opportunity employer.
