
 

 

JOB POSTING 
(Internal/ External) 

 
POSTING NUMBER:  2020-042 
                              
POSITION:   Proposal Writer & Business Support Officer 

    Non-unionized 

 

STARTING SALARY: $52,500- $60,000 

       

TO APPLY: Send your resume and cover letter, quoting positing number 2020-042 to 

hrrecruitment@sghottawa.com no later than 4:00 p.m. on June 7, 2020.  

We appreciate your interest and advise that only those selected for an interview 

will be contacted. 

SUMMARY 

 
Shepherds of Good Hope (SGH) is one of the largest not-for-profit organizations dedicated to meeting the 
needs of homeless and vulnerably-housed individuals in the city of Ottawa. Many individuals who access our 
programs and services live with trauma, mental health challenges and addictions. A leader in supportive 
housing and harm-reduction, Shepherds of Good Hope provides around-the-clock, comprehensive services to 
both women and men in multiple locations across the city. By offering innovative programs and services in a 
non-judgmental environment, we are creating a community for all through acceptance, compassion and care. 
 
Reporting to the Manager for Data & Research, the Proposal Writer & Business Support Officer’s main tasks 
are to research and draft grant applications. Additional tasks include business support for the BEAM 
department on risk management and strategic planning.   
 
 

RESPONSIBILITIES 

 
Grant writing 

 Researches and recommends potential grant applications and Request for Proposals in line with the 
organization’s goals by making use of relevant software and following leads provided by the 
Foundation.   

 Works with internal staff members for accurate grant content and draft grants by assembling 
information including objectives/outcomes/deliverables, implementation, methods, timetables, staffing, 
budget, and evaluation.  

 Tracks grants and foundation requests using databases and coordinate reporting requirements.   

 Meets proposal deadline by establishing priorities and target dates for information gathering, writing, 
review, approval, and transmittal.  

 Maintains quality results by using templates; following proposal-writing standards including readability, 
consistency, and tone; maintaining proposal support databases.  

 Improves proposal-writing results by evaluating and re-designing processes, approach, coordination, 
and boilerplate.  
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 Updates job knowledge by participating in educational opportunities; maintaining personal networks.  
 

 
Business Support  

 Collaborates with the Risk Management & Strategic Plan Officer to support with the risk management 
plan.  

 Provides support with regards to the strategic plan and the Sustainability Team; e.g. coordinating and 
running consultations, creating advertising materials, presentations and reports.   

 Provides project management support in team settings or independently as needed.  
 

EXPERIENCE AND QUALIFICATIONS 

 
The Proposal Writer & Business Support Officer will have post-secondary education in Social Sciences, 
Fundraising, Business, Marketing or related field and will have demonstrated experience in researching 
content and using data for project proposals. They should have 2 years’ experience with risk management, 
strategic planning, or project management.   
  
The Proposal Writer & Business Support Officer should have demonstrated problem-solving skills, as well as 
strong writing and communication skills, with a strong attention to detail. The Proposal Writer & Business 
Support Officer should have demonstrated organizational and administrative skills, as well as an ability to 
prioritize issues. They should have the ability to prioritize own workload and meet deadlines. The Proposal 
Writer & Business Support Officer must flexible to work occasional evenings and weekends to provide staff 
training and troubleshoot database issues. 
 
The Proposal Writer & Business Support Officer must have advanced skills in Word, Excel, PowerPoint and 
MS Outlook and a familiarity with the use of professional databases (e.g. Grant Connect, Raiser’s Edge, 
Grants Advanced.) 
 

WORKING CONDITIONS 

 
The regular working schedule is 8 hours a day, from Monday to Friday, during normal business hours that are 

typically between 8am and 5pm. There is an expectation of flexibility in scheduling work around program needs 

that may occur from time to time during evenings and weekends.  This position will be required to work on-site, 

with some ability to work off-site remotely at times. Occasional travel within the city will be required. As a non-

unionized employee in the organization, there is an expectation that the employee will manage their time 

accordingly and utilize flexible working hours where needed to make up for the times where exceptional hours 

may apply. 

 

Shepherds of Good Hope is committed to being responsive to the diverse needs of our clients, residents, 
employees and volunteers, including those with disabilities.  Please inform if you require accommodation 
through the hiring process and we will work with you to meet your needs.  

 


