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CincinnaƟ Playhouse in the Park (CPIP) is an equal opportunity employer and encourages inquiries about this 
posiƟon from a broad spectrum of candidates reflecƟng the diversity of the community we serve. 

 

PosiƟon Overview – Grants Manager 

The Grants Manager oversees proposal generaƟon for all grant funders, including corporate and private 
foundaƟons, government enƟƟes including the Ohio Arts Council and NaƟonal Endowment for the Arts, and 
the Playhouse’s yearly Sustaining Impact Grant submissions to ArtsWave.  AddiƟonally, they conduct 
research, idenƟfy prospects, collaborate on the formaƟon of insƟtuƟonal funding strategies, and develop 
profiles on foundaƟon, corporaƟon, and government funding sources.  They also prepare reports for 
submission to funders as necessary to fulfill stated requirements in grant agreements.  The Grants Manager 
is a full-Ɵme salaried posiƟon with benefits.  Evening and weekend hours as part of department 
responsibiliƟes are someƟmes required. 

StarƟng Salary: $50,000 

Reports to:  Director of InsƟtuƟonal Giving 

PosiƟon ResponsibiliƟes 

 Manages all aspects of the ArtsWave applicaƟon process, including: 

o CoordinaƟon of reporƟng and surveying needs with markeƟng, educaƟon, producƟon, 
finance, and other departments to ensure successful data tracking and reporƟng for 
ArtsWave’s Blueprint for CollecƟve AcƟon. 

o WriƟng the applicaƟon/interim reports and creaƟng appropriate aƩachments and 
coordinaƟng the creaƟon of infographics that strengthen and support the argument in 
collaboraƟon with other departments and ExecuƟve Staff. 

 Assist the Director of InsƟtuƟonal Giving by developing and maintaining the annual grant applicaƟon 
calendar for all grant proposals and requests. 

 Manages the FoundaƟon and Government grant program, including idenƟficaƟon and culƟvaƟon of 
new prospects, proposal wriƟng, reporƟng, and grant fulfillment for General OperaƟng, Program, 
and EducaƟon support and compleƟng Capital reports. Specific proposals include the Shubert 
FoundaƟon, the NaƟonal Endowment for the Arts, and the Ohio Arts Council, among others. 

 Maintains grant administraƟon policies and procedures and manages all reporƟng requirements in 
accordance with Playhouse, funder, state, local, and federal regulaƟons. 
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 Serves as the department’s lead grants researcher, uƟlizing third-party prospect research soŌware, 
Guidestar, and other resources to gather intelligence and prepare an ongoing qualified prospect list 
of foundaƟon and government funders 

 Manages detailed records on all current funders, both hard copy and electronic, and maintains clear, 
up-to-date records in Tessitura. 

 Other duƟes as assigned. 

 

Competencies 

 A minimum of two years of grant wriƟng, fundraising, or external communicaƟons related to funding 
is required. 

 ExcepƟonal wriƟng skills required. 

 Ability to meet strict deadlines required. 

 Strong verbal and wriƩen communicaƟon skills.   

 Ability to successfully manage and build relaƟonships with individuals, corporate donors, foundaƟon 
representaƟves, government officials, Board leadership, and Playhouse staff. 

 EnergeƟc, flexible and adaptable, and able to mulƟ-task and work independently in an environment 
with compeƟng deadlines. 

 Ability to work as an effecƟve and collaboraƟve team member in a fast-paced environment. 

 A strong ethical character and the ability to handle sensiƟve and confidenƟal informaƟon 
appropriately and with discreƟon. 

 Proficiency with MicrosoŌ Office Suite applicaƟons: Word, Excel, PowerPoint and Outlook. 

 AppreciaƟon for the performing arts and theater in parƟcular. 

 Bachelor’s degree required.   

 

Physical Demands: 

 This posiƟon is largely sedentary in an office seƫng. 

 The employee may occasionally liŌ and/or move 15-20 pounds. 

The physical expectaƟons described here are representaƟve of those that must be met by an employee to 
successfully perform the essenƟal funcƟons of the job, with or without a reasonable accommodaƟon. 

Employment is conƟngent upon successful compleƟon of a background check. 
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While this descripƟon is intended to be an accurate reflecƟon of the current posiƟon, it is not necessarily 
exhausƟve of all responsibiliƟes, duƟes, requirements, or expectaƟons of this posiƟon. CincinnaƟ Playhouse 
in the Park reserves the right to revise or amend this descripƟon based on business needs or changes to the 
work environment. 

To Apply: Qualified candidates should submit a cover leƩer, resume, references and wriƟng sample relevant 
to fundraising work to Mary Kay Koehler, Director of InsƟtuƟonal Giving, 
at MaryKay.Koehler@cincyplay.com and cc: Dawn Mundy, Director of HR, Equity & Inclusion at 
dawn.mundy@cincyplay.com. ApplicaƟons will be reviewed on a rolling basis and the posiƟon will be filled 
as soon as the successful candidate is idenƟfied. No phone calls, please.  

 


