
 
 
 
 

Our Mission 
 

The Catholic Foundation of North Georgia helps Catholics make a lasting difference in the 
community.  We attract, professionally manage, and invest gifts to support the current and 

long-term financial needs of parishes, schools, charities, and other ministries. 

 
Grants Internship Position 

 
 
POSITION TITLE:   Grants Intern   
 
SPECIFIC RESPONSIBILITIES: 

The Grants intern will be responsible for supporting the Grants Manager with the grants 
management processes of the Foundation.  This will include assisting with the review of fall 
grant applications, follow-up for needed or missing information, and performing Guidestar 
charity checks on non-profit organizations.  The Catholic Foundation accepts grant 
applications from Catholic schools, Catholic parishes, ministries and non-profits located in 
the Archdiocese of Atlanta.  
 
Responsibilities include but are not limited to: 
 

 Learning and working with grants database and software. 

 Database support and data entry  

 Researching organization’s websites to ensure compliance with Catholic teaching 

 Create materials to support Grants Committee 

 Communicating with grant applicants if needed  

 Working with staff on grant report follow-up including securing photos and possible 
grantee stories etc. 

 
 

QUALIFICATIONS:  

 Knowledge of Microsoft Office, Word, Excel, and PowerPoint 

 Skilled in verbal and written communication 

 Good organizational skills 

 Self-motivated, ability to prioritize, multitask and meet deadlines 

 Ability to communicate in a professional manner 

 Able to interact over the phone and in person with a variety of people 

 Interested in learning about non-profit work 

 A practicing Catholic with knowledge of parishes and schools is helpful but not required. 
 



ACCOUNTABILITY: The Intern reports to the Grants Manager. 
 
SUPERVISORY RESPONSIBILITY: None 
 
COMPENSATION:  A stipend will be offered at the end of the internship. 
 
HOURS:   Approximately 15 hours per week from August through November 2020 
 
LOCATION:      Work can be done remotely and online. 

Our Office is located at: 
Catholic Foundation of North Georgia 

   5871 Glenridge Drive, Suite 300 
   Atlanta, GA  30328 

 
TO APPLY: Please send both a cover letter and resume to Sharon Adams at 
sadams@cfnga.org. 

mailto:sadams@cfnga.org

