
 

Call for Proposals by BAHIA, Inc. 
Consultant Grant Writer/Capacity Builder 

Nov. 24, 2020 
 

BAHIA, Inc. is the only full-time, Latino-led and Latino-serving community-based organization in Berkeley 
providing bilingual childcare and education to children ages 2-10.  Our mission is to provide families with a 
nurturing, dual language learning community where children emerge as engaged contributors to a global 
society.   
 
Since 1975, BAHIA has served a diverse, socio-economic community of families by providing toddler, pre-school 
and after-school support services to 145 children and youth in a typical year.  BAHIA’s vision is a just world that 
embraces racial, cultural and linguistic diversity. 
 
BAHIA seeks an experienced grant writer to lay the foundation toward stable, multi-year funding to the 
organization while building the capacity of roughly two select staff members who are eager to learn and 
assume fund development responsibilities toward this end.  The grant writer will support the executive director 
in carrying out her foundation fundraising duties.   

The Grant Writer/Capacity Builder’s Duties will include: 

● Train and oversee selected staff members to: a) conduct research toward identifying potential and 
strategic foundation engagements and organizational partners; and b) manage core cultivation and 
stewardship steps (e.g., introduction to board members, written note cards, site visit invitations, and 
periodic program updates). 

● Build on BAHIA’s strong case statement to write at least seven compelling high-quality  letters of intent; 
at least seven grant proposals of an average of $20,000 per year, plus supporting documents, and 
acknowledgement letters.  

● Train staff members and oversee their writing of strong proposals and the timely submissions of all 
required materials and follow-up activities. 

● Support the ED toward developing new funder relationships by helping schedule and prepare for 
meetings, site visits, and other related funder cultivation activities.  

● Assist in the development of a robust infrastructure and systems to support BAHIA’s strategic 

partnerships, including regularly maintained donor and foundation files, tracking systems, and 

databases. 

 



Required Qualifications: 

● At least 3.5 years of verifiable experience as a progressively successful grant writer consultant, 

demonstrating exceptional writing skills, and a record of articulating program impact to a variety of 

audiences. 

● Demonstrated ability to guide, train and mentor others in prospect research, grant-writing, and related 

activities. 

● Strong listening, organizational, prioritization, and multi-tasking skills, along with careful attention to 

detail.  

● A passion for BAHIA’s mission that early childhood and bilingual education are among the strongest 

equity tools available to level the playing field for Latinx and immigrant youth and their families, and in 

turn, to contribute to this country’s future economic security and global competitiveness. 

● Bachelor’s degree. 
● Ability to work independently with minimal supervision, and a team player who will productively engage 

with others at varying levels of seniority 
● Advanced computer skills, including proficiency in MS Office (including Excel) and Google Documents. 

Preferred Skills and Experience: 

● Skilled at telling a compelling story. 

● Bicultural competencies in Latino community politics, and relatable to diverse groups. 

● Possesses office and equipment to work remotely. 

● Able to learn and absorb the spirit and value of BAHIA’s programs. 

● Embraces BAHIA’s values (e.g., equity in terms of age, ethnicity, etc.). 

● Quick learner and strong listener. 

● Skilled at managing up, and inspiring and motivating others. 

● Strong on multi-task coordination in a busy, family-friendly environment.  

● Flexible. 

Consultant Fees:  

The grant writer/trainer is asked to fill a consultant position, and to dedicate an average of roughly two days 
per week over an estimated 22 weeks (or for 44 days between February 1, 2021 to July 5, 2021).   

To Apply: 

Please email resume, cover letter, proposed hourly rate (or range of rates), and any resources available to 
support this project (e.g., online subscriptions, virtual technology, etc.) to Beatriz Leyva-Cutler, Executive 
Director at bahiainc-info@bahiainc.com by January 4, 2021. Any questions can also be directed to this same 
email address. More information can be found at www.bahiainc.com. 

BAHIA provides equal employment opportunities to all qualified employees and applicants in all of our employment practices, including selection, 

hiring, promotion, transfer, termination, leaves of absence, training and compensation, without regard to race, religion, color, sex, sexual 

orientation, gender identity, national origin, ancestry, citizenship status, age, uniformed service member/veteran status, marital status, pregnancy, 

medical condition or disability, in accordance with applicable federal, state and local laws. 
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