Grant Writing Internship
Legacy Counseling Center, Inc.

214-520-6308

Internship Overview:  

The Grant Writing intern will work alongside the executive director to gain significant hands-on experience in grant writing, fund raising and event planning. Opportunities to learn other skills necessary for non-profit work exist for the right candidate. 

Learning Objectives:

1. Learn the basics on how to research for and find available grants as well as how to begin the grant process.

2. Understand the fundamental elements of a grant proposal such as the objectives, problems addressed, methodology, evaluation and assessments, budget and cover letter, as well as the members involved.
3. Develop the skills needed to prepare professional, competitive, compelling, and successful grant proposals.

4. Become proficient in the proposal format used by the vast majority of foundations
and identify grant writing terms, potential sources of grants, and grant information.

5. Examine the essential aspects of fundraising and how to maximize fundraising opportunities.
Job Duties and Responsibilities:

The intern is expected to perform a variety of different tasks relevant to the above objectives.

1. Assist in researching potential funding sources aligned with organizational priorities.

2. Assist in writing and editing high quality grant proposals to corporations and foundations in accordance with each grant-maker’s preferences and requirements, and maintain grant lists.

3. Assist in organizing and maintaining a donor database that tracks all grants and contributions and makes them easily accessible. 

4. Research, network, identify and contact prospective donors. Initiate and maintain ongoing relationships with potential donors. 

5. Assisting with any other fund raising or development activities as needed.

6. Other duties as assigned.

I have read and understand the overview, objectives, and responsibilities of the grant-writing internship program and agree to these terms.

Name:                                                                                              Date: 

