
POSITION: Grant Writer (part time/contractor) 
 
 CHAC in Mountain View has an immediate opening for an experienced Grant Writer with 
extensive experience in non-profit grant writing.  
 
ABOUT CHAC  
CHAC (formerly Community Health Awareness Council) began as a grass-roots movement in 
1973, led by parents and community leaders concerned about the growing problem of 
adolescent alcohol and drug abuse in Mountain View, Los Altos, and Los Altos Hills. The original 
partnership (Joint Powers Agreement, or JPA) included the governments of these three cities 
and their respective school districts. The seven Joint Powers Agreement partners provided the 
initial funding for CHAC services.  
 
CHAC’s programs address a variety of emotional problems that affect children and teens, and 
cause stress within their families.  These problems can include drug and alcohol abuse, physical 
and psychological abuse, teen pregnancy and truancy, domestic violence, gang participation, 
child custody conflicts, suicide prevention, economic hardship, and any other crisis or situation 
that may produce destructive behavior.    
 
All of CHAC’s programs are designed to protect young people from high-risk behaviors such as 
alcohol use, illicit drug use, violence, and sexual activity, while building personal assets such as 
school success, valuing diversity, maintaining good health, and delaying gratification that will 
insure that they have the greatest chance for success in life.  For more details on CHAC’s 
programs, please see www.chacmv.org.  
 
POSITION OVERVIEW  
The Grant Writer will prospect and generate new grant proposals for CHAC programs, 
expansion, general operating support and special projects. The candidate should have a proven 
track record in producing successful grant proposals from $10,000 and higher, excellent writing 
and communication skills and the ability to work in a collaborative work environment. The 
Grant Writer will work closely with the Director of Development and Executive Director to 
manage prospect research, develop letters of inquiries and proposals, and produce narrative 
for grants. The Grant Writer will develop a deep understanding of CHAC’s funding needs and 
potential funding partners.  
 
DETAILED JOB DESCRIPTION  

 Primary responsibilities include research, preparation and writing of proposals and grant 
applications  
 Duties include responsible, professional and administrative work in researching, 
identifying, developing and responding to public and private grant opportunities based.  
 Acquire and maintain sound knowledge and understanding of the client, and use that 
knowledge and understanding to better comprehend all projects and programs for which 
grants will be sought and to recommend the seeking of grants.  

http://www.chacmv.org/


 Research grant-making organizations and analyze them to identify likely funding sources 
for specific projects and programs based on client needs.  
 Compile, write, and edit all grant applications exhibiting strong expository writing skills 
and a high-level command of grammar and spelling.  
 Keep in contact with grant-making organizations during their review of a submitted 
grant application in order to be able to supply additional supportive material.  
 Manage the process of supplying progress reports when required by a grant-making 
organization that has funded a project or program.  
 Responsible for administration and completion of all required post-award reporting, 
compliance and evaluation as needed.  
 Three years previous grant writing experience preferred.  
 Compensation commensurate with experience.  

 
Job Type: Contract; 20-25 hrs. per week/flexible  
 
Required experience: grant writing: 3 years  
This position is based at CHAC office in Mountain View, CA.  A computer and any related 
materials needed to produce grants will be provided. 
 

Please send resume via email and dates of availability to: 

Margot Harrigan 

CHAC, Director of Development 

590 W. El Camino Real  

Mountain View,  CA 94040 

mharrigan@chacmv.org 

www.chacmv.org  
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