
 

 
 
 
 
 
 

About Second Harvest Food Bank 
 
Looking for mission-driven work?  Based in Silicon Valley, Second Harvest Food Bank of Santa Clara and 
San Mateo Counties is one of the largest food banks in the nation. Currently providing food to more 
than one quarter of a million people every month, Second Harvest is a trusted community-based 
organization that was founded in 1974. Despite the immense wealth in Silicon Valley, and partly due to 
the high cost of living, hunger and malnutrition are pervasive. The Food Bank distributes nutritious 
food, including more fresh produce than any other food bank in the country, through a network of 
nearly 320 nonprofit partners at more than 850 sites. Second Harvest is pursuing innovative efforts to 
increase access to food resources as it seeks to feed an additional 100,000 hungry people each month. 
To reach more people, it advocates for anti-hunger policies and connects those in need to federal 
nutrition programs and other food resources. To learn more about how Second Harvest is building a 
hunger-free community, visit www.SHFB.org. 
 
About the Position 
The Grants Coordinator will join a fast-paced and collaborative Major Gifts Team, which is responsible 
for raising $4.11 million dollars from foundations in FY2016-17. In this mission-critical fundraising 
support position you will be expected to assist the Grants Manager in meeting annual revenue targets 
by helping with research, reporting and stewardship of regional foundations that support Second 
Harvest. 
 
Second Harvest is a flexible, collaborative, fun work environment that fosters creativity and collegiality. 
Everyone on the team is passionate about the mission of the organization and doing work that is 
personally meaningful. Being a local non-profit gives Second Harvest the flexibility to have a nimble 
work culture that allows every team member  to contribute their skills outside of their  specific job 
function when appropriate and helpful to the overall goals. 
 
This job might be for you if: 

 Are excited to partner with others to help take our established grants program to the next level by 
increasing the number of institutional gifts we receive. 

 You are able to write persuasive fundraising materials that accurately and concisely represent our 
programs and services and motivate new, current and lapsed funders. 

 You enjoy collecting data and information necessary to create fundraising materials, including letters of 
intent, stewardship reports and grant applications, which lead others to take action to help end local 
hunger.    

 You are energized by managing multiple projects at once and you remain calm when faced with multiple 
deadlines, treating others with respect and kindness.   

 Research excites you.  You enjoy investigating new funding opportunities and providing others with 
recommendations based on your discoveries. 

 Are a team player and like to brainstorm with others to identify strategies to motivate existing funders 
to increase the size of their donations, create briefings and recommendations to be shared with Grants 

 

Position Announcement 
Grants Coordinator 

 

http://www.shfb.org/


 

Manager and Grants Management Team and to help potential new donors understand our programs 
and services leading to new funding for the Food Bank.  

 
Qualifications 

 Bachelor’s degree 

 Two or more years of progressively responsible fundraising experience 

 Experience with the grants process 

 Impeccable, persuasive oral and written communication skills 

 Significant level of computer proficiency including MS Office and relational donor databases (Raiser’s 
Edge experience preferred) 

 

Reports To: Grants Manager 

Location: 4001 North First Street, San Jose CA 

Hours: Full-time, Exempt. Regular schedule with very occasional evenings and 
weekends 

Compensation:  Professional level.  Competitive with higher education and health services 
institutions. Salary commensurate with background and experience. 
Outstanding and generous health benefits program, Flexible Time Off 
(FTO) starting at 200 hours/year, ten paid holidays, and retirement plan. 

 

 

EOE 

UNDER-REPRESENTED GROUPS ARE ENCOURAGED TO APPLY 

https://app.smartsheet.com/b/form?EQBCT=6f8974368c994200a1e806d7097d5501

