
We are seeking a motivated and experienced Grant Coordinator to join our Social 
Enterprise Division.  

At Vinnies WA we are fortunate to have a diverse funding base including 
contributions from government, corporate and philanthropic sources, combined with 
income generated via our retail shops. To continue to strengthen this base, we are 
seeking a highly organised person to carry out all pre and post funding award 
activities.  For more information about Vinnies ‘good works’ please visit our 
website here. 
  

About the Role 

Working closely with our Grant Writer and reporting to the Manager Corporate 
Engagement, this part time (0.4FTE) position plays an important role in maintaining 
and growing a sustainable portfolio of grant funding for Vinnies. The Grant 
Coordinator will help develop the grant funding pipeline whilst stewarding close 
relationships with all funders. 

• Proactively identify, research and assess new grant funding opportunities to 
support Vinnies operational priorities and programs 

• Ensure agreed scope of all grant agreements are tracked, delivered and 
acquitted as per funder requirements 

• Build and nurture effective working relationships with internal stakeholders 
including writing creative and quality proposals/grant applications and reports 
to funding partners 

• Build and nurture relationships with internal and external stakeholders, 
including corporate sector and philanthropic organisations with an emphasis 
on maximising opportunities to secure funding 

• Maintain effective governance arrangements and ensure clear accountability 
and transparency 

• Ensure Vinnies Grants Register, Calendar and CRM (iMIS) are utilised, 
accurate and up to date 
  

About You 

As the successful applicant, you will be able to demonstrate your experience in 
coordinating / administering a busy grants portfolio.  

You will be highly organised, have excellent time-management skills, and be driven 
by meeting goals and deadlines. You thrive on multi-tasking and can demonstrate 
your success in managing multiple projects.   

The role will require you to engage with internal stakeholders from Vinnies' service 
delivery teams and represent Vinnies when engaging with government, corporate 
and philanthropic bodies. A high level of interpersonal skills and confidence working 
in a collaborative environment to achieve constructive outcomes is critical.  

Other skills and experience we expect of the successful applicant include:  

• Excellent online research skills with an ability to identify relevant grant 
opportunities aligned to Vinnies strategy and priority projects 

• Strong computer literacy including use of Microsoft Word, Excel, Outlook and 
database skills; in particular, the use of relationship management systems (to 

https://www.vinnieswa.org.au/


record, monitor and report) and an understanding of the importance of 
maintaining databases 

 
The ideal candidate will have the chance to negotiate their days of work with the rest 
of the Corporate Engagement team.  

 In return we offer: 

• A supportive work environment. 
• Tax reducing salary packaging + leave loading 
• Great working conditions and work-life balance 
• Modern office facilities including free onsite parking 
• Vinnies Op Shop - Team member discount 

  
Working for Vinnies WA and Application Process 

As a values driven organisation, we are focused on providing our staff a highly 
supportive work environment where you are rewarded for your expertise, experience 
and commitment. 

In addition to a competitive salary, as a not for profit organisation, Vinnies is able to 
offer its employees full salary packaging benefits. More than this, we offer you the 
chance to be part of an organisation that makes a positive difference in the lives of 
vulnerable Western Australians. 

To apply, please email jobs@svdpwa.org.au with the following: 

• Complete CV 
• Cover letter outlining your suitability for the role and your motivation for 

applying (limited to 2 pages) 
 

Please note that prior to any offer of employment, pre-employment checks must be 
completed; these will include your right to work in Australia; reference checking and 
a national criminal history check.  

Vinnies WA is committed to protecting the health and safety of our workforce, visitors 
and the community. Proof of your COVID-19 vaccination status will be requested 
prior to engagement.  

Vinnies WA is committed to creating a workforce that is as diverse as our society. As 
an Equal Opportunity Employer, we encourage applications from Aboriginal and 
Torres Strait Islander people, and people of all abilities, cultures, orientations and 
backgrounds. 

Applications will be reviewed as received. No recruitment agencies please.  
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