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Our Mission 

The Wyoming Breast Cancer Initiative (WBCI) has a mission to increase breast cancer awareness and prevention across 
Wyoming.  Since 2016, the WBCI raises funds through various volunteer-led events throughout the state that are then 

granted into community breast cancer organizations and into a statewide early detection voucher program. 
 Funds raised in Wyoming, Stay in Wyoming. 

 
Job Title: Operations and Grant Coordinator 
Position: Full-time, at-will, exempt 
Location: Home based – Cheyenne or Casper preferred but other Wyoming locations considered 
Salary: $40-45,000/yr (dependent on qualifications) 

 
The Wyoming Breast Cancer Initiative was established in 2016 to fill a gap in Wyoming for breast health after a national 
organization left the state.  Initially under the incubation and fiscal sponsorship of the Wyoming Community Foundation, 
the volunteer led WBCI began raising funds and granting into Wyoming programs.  In early 2019, the WBCI established 
their own non-profit Foundation. Since inception, the WBCI has granted >$300,000 into 41 programs, with breast cancer 
detection vouchers available in every Wyoming county. The success of the WBCI is fully due to a credible working Board of 
Directors (Board) and committed statewide volunteers.  The Board has thoughtfully determined that future WBCI growth 
can be enhanced with a coordinator to forward the continued volunteer-led organizational structure. 
 
The Operations and Grant Coordinator must have strong commitment for breast cancer prevention and for expanding the 
WBCI message throughout Wyoming.  This position will report directly to the Board.   The position is home-based with 
limited travel expectations throughout the state to coordinate general operations, fundraising events and grant 
management tasks.   
 

Key Responsibilities: 
The Operations and Grant Coordinator provides support for the daily operations of the organization. 

 
Specific responsibilities related to Operations Coordinator role include: 
 

 Build a working knowledge of the organization’s values, guidelines, and policies and apply them to 
relationships and programming. 

 Organize multiple year-round WBCI events in coordination with the Board and Event Chairs. Including 
coordination with local and statewide vendors, event logistics, venue preparation, set-up and tear down. 
Anticipate more hours during July-August for signatory Wyoming Pink Ribbon Run (WPRR) fundraisers. 

 Coordinate with statewide third-party events to provide marketing or promotion materials. 
 Provide administrative and logistical support for organizational procedures and policies on Google Drive.  
 With appropriate training and software provided, prepare, coordinate and oversee production and management 

of media ads, website updates, e-blasts, social media, and event registrations. 

 Draft press releases and public service announcements.  

 Coordinate production, printing and distribution of marketing material.  Organize merchandise sales and 
distribution in coordination with Committee chair. 

 Build and maintain strong, collaborative, community-focused relationships with multiple stakeholders. 
 In conjunction with the WBCI Treasurer and compliance with IRS rules, prepare and distribute donor 

correspondence, organize sponsor and donor receipts.  

 Prepare presentations for Board meetings, as needed. 

 Review and analyze proposals, reports, strategic plans, evaluations, and other key work products. 
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 Prepare IRS required annual report (in conjunction with WBCI Treasurer). 

 Work collaboratively with the Board and committees to ensure overall effectiveness of all organizational 
functions. Other duties, as needed, by the Board, WPRR Chair, and Committees. 

 
Specific responsibilities related to Grant Coordinator role include: 
 

 Grant solicitation to increase WBCI funds  

 Identify and access grant opportunities that WBCI could utilize to increase funding. 

 Draft grant applications with support and review from WBCI Board and WBCI Grant Director.  

 Track and fulfill post-award grant requirements and/or timely annual reports.   

 Manage WBCI’s nonprofit status on grant websites like GuideStar, etc. 

 Remain informed and up to date about current research and events in the nonprofit, philanthropic and 
other relevant sectors. 

 Grant management of funds awarded by WBCI 

 Oversee grant management database, including grant cycle promotion, grantee communication, application 
review and compliance and annual reporting.  Grant management will be coordinated with the WBCI Grants 
Director. 

 Capture and track specific data about programming and grants. 
 Communicate regularly with WBCI Community Fund and Voucher Program grantees.  

 
Core Qualifications 

 Knowledge of and commitment for breast cancer prevention. Willingness to embrace the WBCI vision. 

 Knowledge and commitment to meet rural healthcare needs across Wyoming. 

 Strong interpersonal skills; preference for a supportive and collegial team environment. 

 Event planning experience. 

 Skilled in marketing and communication tools like social media (Facebook, Twitter, and Instagram), Adobe 
Illustrator, Canva, Word Press, Mail Chimp, Buffer, Qgiv, etc. 

 Grant writing and nonprofit sector work experience. 

 Excellent judgement and discretion; honesty and integrity. 
 Excellent written and oral communication skills. 
 Outstanding listening skills. 
 Self-motivated, highly dependable, ability to work independently with attention to detail. 
 Demonstrate an aptitude for planning, prioritizing and multitasking to meet varied deadlines. 
 Articulate and persuasive communicator. 
 Ability to travel throughout the state 3-4 times per year. 

 
Salary and Benefits 
Salary range calculated per information from the Wyoming Nonprofit Network’s 2018 Wyoming Nonprofit Salary and 
Benefit survey available to Network members. The position is full-time, with home-based flexibility.  Expect ~36 hours 
per week with additional time during July and August.  Applicant expected to use own computer with WBCI providing 
marketing programs, grant database access, and required office supplies.  Mileage paid at IRS rate outside home 
base.  Mutual performance review with the Board and Coordinator after first three months.  

 
Application Process 
Qualified candidates should submit the following application materials: 

 Cover letter 
 Resume 
 1-2 Letters of Recommendation 

 
Materials should be emailed to WBCI by October 30th at info@wyomingbreastcancer.org.  Following background checks, 
selected applicants will be offered an interview with expected start date January 2020. 
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