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Verité is a growing, award-winning non-profit organization that illuminates and addresses serious human rights and 
labor rights violations in factories, farms and other workplaces around the world. We serve private sector and public-
sector clients by building their internal understanding of the labor rights problems they face in their supply chains and 
operations, and their skills to solve those problems. 

Position title Business Development Coordinator 

Contributes to, and coordinates, the proposal generation process through contract phase for all complex, cross-
cutting grant applications, RFPs, and client engagements. Tracks, and reports on, the organizational pipeline. 

Location Amherst, MA 

Dated posted June 27, 2018 

Tasks and specific 
responsibilities 

Supports program and client leads to coordinate grant application and proposal development 
processes; 

 Develops proposal development project plans; 

 Sets internal due dates for deliverables; 

 Drafts proposal narratives and supporting materials; 

 Facilitates final review; 

 Submits and communicates with funders / clients; 

 Tracks and manages the organizational pipeline and prospect plans; 

 Assists with the contracting process; 

 Coordinates the post-submission review; 

 Organizes, curates, and manages a library of proposals, templates, and supporting materials; 

 Other duties including, but not limited to, copyediting public-facing materials, writing for the 
newsletter, marketing materials, and website. 

Qualifications for 
this position 

Bachelor’s degree required; Master’s degree preferred; 

3- 5 year’s related experience and demonstrated track record in competitive government or 
foundation-funded projects or in combination with experience in new business development; 

 Excellent English-language writing, editing, and proof reading skills; 

 Proficiency conducting high-quality research and efficiently and concisely summarizing content;  

 Demonstrated success working effectively on numerous projects at once – a multi-tasker; 

 Familiarity with project and program design structures and approaches, including logic models; 

 Comfortable working in an ambitious and fast-paced environment. 

 Strong organizational skills – ability to manage projects from concept to completion and 
coordinate teams to meet deadlines  

 Interest and/or experience in human rights issues strongly preferred; 

 Extensive knowledge of MS Office package, with at least intermediate Excel skills. Familiarity 
with CRM platforms and project management software required. 
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Qualifications for 
all Verité 
positions 

Demonstrates strong interest in Verité's mission or related social justice objectives in human 
rights, labor issues, international law, or corporate social responsibility; 
 

 Demonstrates professional competency and/or personal experience thinking, communicating 
and working effectively across boundaries, particularly in complex, multi-stakeholder social, and 
political contexts*; 

 Demonstrates sensitivity and competency engaging with marginalized populations such as those 
impacted by Verité’s mission; 

 Personal reliability and commitment to organizational success; 

 Experience with handling sensitive and/or confidential information in written, electronic, and 
other formats. 

Salary range $40,000-$45,000 depending on experience, education and skills 
 
*These include, but are not limited to: gender, race, religion, age, disability, gender identity, sexual orientation, marital status, pregnancy status, nationality, 
class, political opinion, union affiliation, or social or ethnic origin. 

Verité is committed to a diverse work force and is an Equal Opportunity Employer that does not discriminate against any 
employee or applicant for employment because of race, color, sex, age, national origin, religion, sexual orientation, 
gender identity and/or expressions, status as a veteran, and basis of disability or any other federal, state or local 
protected class.   

To Apply: Please email cover letter and CV detailing your relevant experience against the skills and qualifications above 
to: verite@verite.org with the subject line ‘Business Development Coordinator.’ No telephone inquiries will be accepted 
for this position. 


