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Opportunity:  Grants Officer 
We are looking for a highly organized, positive and energetic individual to join our team. You are 
passionate about the arts and understand that the arts are key to a vibrant city. While you are an 
independent worker, you work well with others and are engaged in your community. You embrace 
and commit to the EAC’s goal to support our community equitably, including Indigenous and 
culturally diverse artists in the City of Edmonton.  
 
We are a creative, community-impact organization comprised of skilled arts administrators, 
community connectors, and practicing artists. We support and advocate for artists and the arts 
community in Edmonton. EAC staff commit to working at the highest professional standards of 
program delivery and personal conduct.  
 
About the role  
Reporting to the Director, Grants Awards & Support Programs, the Grants Officer is an integral and 
collaborative part of the team that manages nearly $9M of investments in the community.  Grants 
Officers manage the delivery of grants and other support programs to individual artists, arts groups, 
arts and festival organizations, in accordance with established policies, procedures and strategic 
goals set by the Edmonton Arts Council and the City of Edmonton. 
 
This is an administrative and community support role that requires discretion, tact, integrity, and a 
high degree of confidentiality.  Grants Officers must balance competing demands for time and 
attention. 
 
Key Responsibilities 

§ Provide effective program management, applicant support, and policy analysis for all 
aspects of the EAC Grants, Awards and Support Programs department work. 

§ Coordinate, and manage all aspects of various peer-jury assessment processes; including 
meeting management, statistics gathering, analysis, applicant notification, budget and 
payment monitoring, as well as final reporting. 

§ Stay informed about the big picture of City of Edmonton and EAC policy and practice, while 
applying that knowledge to daily decisions with integrity and insight. 

§ Create documents that, in cooperation with the Grants Director and Executive Director, are 
presented to the EAC Board and Edmonton City Council.  

§ Interact with applicants and community stakeholders regularly, answering questions, 
providing outreach and development to increase awareness of, and access to the EAC and 
its programs. 

§ Work collaboratively with all EAC staff to achieve strategic and operational goals, as well as 
special projects. 

§ Contribute to policy and program development through information gathering, analysis, 
and interpretation, including attending artistic activities in the community to enhance the 
EAC’s knowledge, awareness and inclusivity of diverse art forms and practices 
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Qualifications & Experience 

§ Post-secondary education in a relevant field of study, or an equivalent combination of 
education and experience. 

§ Proven record of success in community engagement, facilitation and outreach. 
§ Proven ability to provide direction and leadership in non-profit governance, management, 

policy, programs and initiatives in the arts or a closely related field. 
§ Experience or training in finance or research would be an asset. 
§ Credible experience in various artistic disciplines would be an asset. 

 
Knowledge & Skills  

§ Demonstrated diplomacy, tact and professionalism interacting with a variety of diverse 
stakeholders, including problem-solving, facilitation and consensus-building skills. 

§ Practical financial and budgeting ability, including reviewing and understanding 
organizational financial statements. 

§ Demonstrated knowledge about multiple grant processes and public-funding systems 
available for the arts. 

§ Sound project planning, organizational and administrative skills, including the ability to 
manage a variety of key initiatives concurrently. 

§ Clear, strong and persuasive written and oral communication abilities, including the 
capacity to address inquiries, complaints and requests with judgment, tact, discretion and 
confidentiality. 

§ Meaningful cross-cultural awareness and understanding, as well as demonstrated 
experience building strong interpersonal relationships with a wide and diverse range of 
individuals. 

§ Commitment to working collaboratively with all stakeholders including staff, board 
members, government departments, program participants, etc. 

§ Ability to adapt and take on responsibilities related to new programs and services. 
§ Flexible computer skills, including a strong knowledge of Excel and Word is required. 
§ Appreciation of and/or experience working with Indigenous and culturally diverse arts 

communities are a definite asset.  
§ Proficiency in a second language is an asset. 

 
Additional Information 
This is a full-time, permanent position. Grants Officer will be required to engage in significant 
community outreach activities.  
 
Remuneration 
Salary range: $50,000 – 65,239 
EAC benefits package including Defined Contribution Pension Plan 
35 hours per week, some evening and weekend work is required 
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How to Apply 
Please submit your cover letter and resume/CV to:  
Sally Kim  
Director of Human Resources, Planning & Partnerships  
Edmonton Arts Council 
10440-108 Ave 
Edmonton, AB  T5H 3Z9 
Email: skim@edmontonarts.ca (single attachment) 
 
Applications will be accepted until 4:00PM MST, July 20, 2017  
 
The Edmonton Arts Council thanks all applicants for their interest in this employment opportunity. 
Only those candidates under consideration for the position will be contacted. We are an equal 
opportunity employer. The EAC encourages diversity and welcomes applications from all qualified 
individuals.  
 
About the Edmonton Arts Council  
The Edmonton Arts Council (EAC) is a thriving non-profit society and charitable organization that 
supports and promotes Edmonton’s vibrant arts community. The EAC works to increase the profile 
and involvement of arts and culture in all aspects of our community life through activities that:  
 

• Invest in Edmonton festivals, arts organizations and individual artists through municipal, 
corporate and private funding. 

• Represent Edmonton’s arts community to government and other agencies and provide 
expert advice on issues that affect the arts. 

• Build partnerships and initiate projects that strengthen our community. 
• Create awareness of the quality, variety and value of artistic work produced in Edmonton. 

 
For information about the Edmonton Arts Council, please visit edmontonarts.ca  


