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Grant Programs and Administrative Coordinator 
POSITION DESCRIPTION 

Part Time – 25 hours/week 
 
 
Keep It Colorado 

Keep It Colorado serves as a unified voice for conservation organizations focused on private 
lands conservation, and does so by bringing together land trusts, public agencies and 
conservation champions around a vision to create a Colorado where people, lands, waters and 
wildlife thrive. Keep It Colorado advocates for sound public policy; provides connection and 
collaboration opportunities for conservation partners; offers a forum to address emerging 
conservation issues and opportunities; pursues sustainable funding and programmatic tools 
and solutions; and works to advance a culture of conservation in Colorado. 
 
Position Summary 

The grant programs and administrative coordinator provides key oversight and administrative 
support for Keep It Colorado’s grant programs and special projects and services. Reporting to 
the executive director, the grant programs and administrative coordinator is responsible for (a) 
overseeing administration of regrant programs Keep It Colorado delivers to members, (b) 
tracking and supporting restricted and unrestricted grants Keep It Colorado receives from 
funders, and (c) providing administrative support for the coalition’s ongoing programs and 
services.  
 
The grant programs and administrative coordinator will develop skills and experience in all 
aspects of grant program administration while supporting a variety of special projects in the 
exciting and evolving field of conservation. The Keep It Colorado staff are a small but dynamic, 
supportive, and collaborative team that loves to get things done and also values a work-life 
balance. This position also provides the opportunity to connect with a large, diverse, statewide 
community united by a love of land, water and wildlife conservation and a deep connection to 
protecting Colorado for the future. This position has the potential for professional 
advancement as Keep It Colorado grows its programs and responds to the needs of members. 
 
Profile 

The grant programs and administrative coordinator is:  

• Collaborative 

• Highly organized  

• Positive 

• Creative 

• Proactive 



 

 

2 

 

• Flexible 

• Responsive 

• Great at building relationships 

• An effective communicator both verbally and in writing 

• Willing to explore and be open to new ideas and solutions 

• Passionate about conservation – with an interest in learning more! 

• Excited to work in a small team environment 

• Driven to provide excellent client/member service 

• Knowledgeable about grant programs and reporting 
 
Responsibilities 

The grant programs and administrative coordinator’s responsibilities include, without 
limitation: 
 
Grant and Regrant Program Oversight 
Working in collaboration with the executive director and the membership and communications 
director, the grant programs and administrative coordinator will establish and implement a 
detailed grant administration program that includes: 

• Tracking restricted regrant cycles, grant agreements, awards, disbursements and 
reporting. This includes tracking details for grants Keep It Colorado awards to members 
as well as details for grants Keep It Colorado receives in order to fund its regrant 
programs.  

• Fielding and answering questions from grant applicants about the grant programs.  

• Assisting the executive director in coordinating grant review committees, scheduling 
review meetings, and compiling grant proposals for the review process.  

• Tracking and reporting restricted grants for special projects. This includes tracking 
grants awarded and disbursed to Keep It Colorado, tracking report deadlines and 
preparing grant reports that the executive director will review.  

• Assisting the executive director in creating quarterly reports about the regrant programs 
and special project grants and their impacts.  

 
Additional Administrative Support 
The grant programs and administrative coordinator will: 

• Field email and phone inquiries for information about the coalition or its work, and 
engaging other staff as appropriate, to respond.  

• Assist with scheduling and coordinating member meetings and convenings (both virtual 
and in-person). This may include scheduling group meetings via Doodle Poll or Zoom; 
securing in-person meeting space; sending out meeting invitations, reminders and 
meeting notes; and posting related materials to the web-based membership portal. This 
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may also include coordinating additional meeting logistics such as catering and staff 
travel accommodations as needed.  

• Assist during member meetings and convenings including note-taking, setting up and 
taking down meeting space, and providing technology assistance on virtual meetings as 
needed.  

• Provide additional support to the board of directors, executive director and other staff 
as necessary. 

 
Minimum qualifications and skills 

• 1-3 years’ experience with grant program administration, administrative or executive 
assistant support, and/or client services support.  

• Demonstrated ability to manage multiple projects and tasks at one time. 

• Knowledge of, and passion for, land conservation practices and outcomes, preferably in 
the western United States and ideally in Colorado. 

• Outstanding verbal and written communication skills, with correct usage of grammar, 
syntax, punctuation and spelling. 

• Ability to work independently and as part of a team. 

• Highly organized and responsive. 

•  “Builder’s mentality” with an interest in creative problem solving, learning and growth.  

• Commitment to Keep It Colorado’s mission, vision and values. 

• Proficiency in MS Office and Google Suite. 
 
Additional preferred qualifications 

• Experience writing grant reports and/or synthesizing materials from different sources 
that could be used in reports. 

• Experience using database technology or other software for communicating with 
members and for tracking and organizing data, or an aptitude for learning these 
technologies. This may include researching software programs for tracking and 
managing grants. 

• Experience updating website content using tools such as SquareSpace or Wild Apricot. 

• Experience with virtual meeting platforms such as Zoom, Google Meet or Microsoft 
Teams. 

 
Work environment and physical requirements 

• Work is performed primarily in an office setting, with opportunities to work both from 
home and in Keep It Colorado office space. (Currently, staff work 100% from home.) 

• Travel: Keep It Colorado holds six annual member convenings (often in-person); the 
position may require travel with other Keep It Colorado staff to different locations 
across the state for some or all of these meetings. 
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• Ability to lift and carry up to 25 pounds on level terrain as well as inclines including 
stairs. 

• Willing and able to walk up to three miles of uneven terrain at a reasonable pace for 
member events and property tours on conserved lands. 

• Reasonable accommodations may be made to enable individuals with differing physical 
abilities to perform essential job functions.  

 
Compensation  

$22-$25/hour DOE  
Flexible 25 hour-per-week schedule 
 
This is a part-time position with the potential to become full-time within a year.  
 
Diversity, Equity and Inclusion and Equal Employment Opportunities 

At Keep It Colorado, we believe that diversity, equity and inclusion are essential to success. We 
respect differences in race, sex, ethnicity, religion, age, national origin, color, military status, 
sexual orientation, gender identity, physical and mental ability, and socioeconomic background, 
as well as differences in thinking and working style among our employees, volunteers, board 
members and partners. In these differences lie unique talents and strengths that will make the 
conservation community a truly cohesive and collaborative space. Embracing these differences 
allows us to come together with new perspectives and innovative ideas that will help Keep It 
Colorado be the unified voice for conservation. 
 
Keep It Colorado provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, national origin, age, 
disability, sexual orientation, gender identity, genetics or any other protected status. 
 
We look forward to hearing from you! Please submit a cover letter and resume or summary 
of experience to Melissa Daruna at Melissa@KeepItCo.org by Friday, July 30, 2021.  

mailto:Melissa@KeepItCo.org

