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POSITION TITLE:   
Manager of Institutional Giving 
 
REPORTING RELATIONSHIPS:   
Reports to the Chief Development Officer 
 
 
POSITION SUMMARY:  
 
The Manager of Institutional Giving is responsible for preparing grant proposals 
and reports; maintaining correspondence with program officers; researching 
funding sources; and collaborating with the Chief Development Officer in 
designing and implementing fundraising plans. The position requires excellent 
writing, interpersonal, organizational, and computer skills, and the ability to 
handle multiple projects.  
 
The Manager of Institutional Giving plays a critical role in New York Live Arts’ 
efforts to secure support for general operations and special projects from 
government agencies, private foundations and corporate constituents. 
Specifically, the areas of funding the Manager of Institutional Giving writes and 
researches proposals for include: Artist presentations; residencies; 
commissions; general operations; Bill T. Jones/Arnie Zane Dance Company; 
educational programming; and, our signature Live Ideas Festival. 
 
 
RESPONSIBILITIES: 
 

Ø Prepare and submit persuasive, timely grant proposals and supporting 
materials. 

Ø Interact with colleagues throughout the organization to develop 
proposals, prepare and submit reports, monitor compliance with award 
terms, and serve as a general resource for information about grant 
opportunities and management of grant awards. 

Ø Monitor new RFPs and the philanthropic activities of current and 
potential institutional supporters to advance the organization’s 
fundraising efforts.   

Ø In coordination with Chief Development Officer, Executive Director, and 
Director of Programs, serve as a liaison to organizational contacts at 
foundations and agencies 

Ø Maintain the organization’s grants calendar, record donor interactions in 
database, and ensure that internal constituents are advised of upcoming 
deadlines and given appropriate amounts of time to prepare materials. 

Ø Analyze and report on grant revenues as needed. 
Ø Occasionally adapt proposal materials or prepare new written materials 

for other areas of the organization. 
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Ø Occasionally assist with development and organizational events and 
similar assignments. 

 

QUALIFICATIONS: 
 

Ø Two or more years of experience in grant writing; quantitative skills 
appropriate to presenting and interpreting financial information for 
proposals; familiarity with Microsoft Office environment.  

Ø Experience with fundraising databases is a plus (Live Arts uses Patron 
Manager).  

Ø Familiarity with NYC cultural grant makers and funding for the arts.  
Ø Tolerance for diverse viewpoints and forms of expression.   
Ø Occasional weekend or evening hours to meet deadlines or assist with 

organizational events.   
 
 

To Apply: 
Send resume and a cover letter as a single PDF to 
careers@newyorklivearts.org. Please use the subject Manager of Institutional 
Giving in your e-mail. Materials may also be mailed. 
 
Applications will be accepted until a final candidate is chosen. Due to the 
volume of submissions, only candidates selected for an interview will be 
contacted. No phone calls, please. 

 
 


