Space2b Social Design
Space2b, 144 Chapel St, St Kilda 3182

Grant Writing Support Worker

SOCIAL DESIGN INTERNSHIP — one day per week

ABOUT SPACE2B

Space2b is a unique, dynamic, creative workplace that provides a platform for people to build on their existing skills,
exchange ideas, increase language skills, and work side-by-side with others to further their creative and economic
independence.

Profits from our business support our creative and business mentoring and training initiatives.

ABOUT THE POSITION

PLEASE NOTE: This internship can lead to a paid position for the right person

We are seeking a motivated and detail-oriented Trainee Grant Writer to join our team for one day per week.
This is an unpaid Intern position that includes training and mentoring to develop skills in grant research, writing,
budgeting, and acquittal reporting.

In this role, you will work closely with the CEO and our Grant Mentor to identify, prepare and support funding
applications for Space2b’s programs and projects. You'll help ensure that proposals align with our mission to support
newly arrived migrants, artists, and women through creative enterprise and social inclusion initiatives.

Hours: 1 day per week (8 hours)

Location: Space2b, St Kilda, with some flexibility for remote work
Reports to: CEO and Grant Mentor

Start date: January 2026

ROLES & RESPONSIBILITIES
RESEARCH & WRITING — Working closely with CEO and Grant Mentor

Research and identify suitable grants and funding opportunities for Space2b

Prepare draft grant applications, including narratives, budgets and support documents
Assist with budget preparation in collaboration with the CEO and Grant Team

Support acquittal and reporting processes for successful grants

Track deadlines and maintain accurate grant records and reporting calendars

Gather relevant information and stories from project staff to strengthen proposals

TRAINING & DEVELOPMENT

B Participate in mentoring and skills development sessions
Bl Learn about the full grant lifecycle, from research and writing to acquittal and evaluation
Bl Develop a strong understanding of Space2b’s programs, needs and community impact

SKILLS & REQUIREMENTS

Excellent written and verbal communication skills

Strong attention to detail and ability to follow guidelines

Good research skills

Excellent organisational skills

Interest in community development, social enterprise or creative industries
Ability to work independently and manage time effectively

Eagerness to learn and contribute to a collaborative team environment



DESIRABLE

Bl Experience or study in writing, communications, community development, or related fields
Bl Basic understanding of budgeting or project planning
Bl Familiarity with grants or not-for-profit funding processes (advantage but not essential)

WHAT YOU’LL GAIN

Bl Crucial experience (1 day per week) in grant writing and management

Bl Direct mentoring and professional training

Bl Development of strong writing, budgeting and research skills

Bl Insight into the workings of a creative social enterprise

Bl Opportunity to make a meaningful contribution to programs that support migrant and local communities
APPLY

Send your CV and a brief cover letter addressing the selection criteria to info@spac2b.com.

Space2b Social Design
144 Chapel St, St Kilda 3182
https://www.space2b.com.au

TOGETHER WE MAKE A DIFFERENCE!
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