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Summary Information

This information may be used for posting or advertising the position

Position Title: Grant Writer
Department Overview:
Summarize the purpose and activities of the department

The Center's goal is to develop and promote operational and policy responses to protect and strengthen the livelihoods of people living in crisis effected and marginalized communities, impacted by violence, malnutrition or loss of assets. We work globally to understand the causes and effects of marginalization, famine, conflict, and forced displacement and with national and international organizations to bring about institutional changes that enhance effective policy reform and promote best practice.
Position Overview:

Summarize the position’s key responsibilities in a brief paragraph

The position is designed to provide grant writing and fund raising support to the Principle Investigators in the Feinstein International Center. The position requires working closely with both the researchers on the projects, the center’s administration support team, the university’s Development Office and other members of Central Administration staff.
The grant writer will be responsible for creating and writing a variety of high quality, effective communication materials to increase the visibility of the Center and Tufts as well as enhance the Center's ability to attract corporate and foundation philanthropic support.  As a key member of a multi-faceted team, the grant writer will research and write clear, concise materials focused on the Center's strategic priorities and signature research initiatives.  Written documents may include letters of inquiry, program fact sheets and summaries, grant proposals, among others.  The grant writer will identify appropriate corporate and foundation prospects for priority and strategic programs and work effectively with faculty and administrators in the development and submission of proposals.  S/he must demonstrate creativity in researching and identifying new funding opportunities as well as aligning proposed projects with prospect interests.  

The grant writer must meet and work closely with Center leadership and staff in order to gather information, conduct research on philanthropic opportunities and develop a strong working knowledge of the center, the Friedman School and Tufts.  S/he must work closely with the Associate Director of Corporate and Foundation Relations for the Friedman School as well as the school's Director of Development and Alumni Relations  and other Advancement staff in order to appropriately manage as a team the identification, solicitation, tracking, and stewardship of corporate and foundation prospects.  In addition, s/he must work closely with faculty as well as potentially other staff, such as Center Administrative and Finance Director and Research Administration department to ensure the proper creation and management of grants/gifts.  
The funding for this full time position is for a one year period.
Position Qualifications:
	Basic Requirements:

Describe the education, experience, computer/technical skills required for the position.      **Candidates must meet basic requirements to be considered for this position**

1. Years of related experience required:  2 years
2. Required education: Bachelors Degree in international relations or social sciences
3. Special licenses required:  
4. Required computer/technical skills:  Microsoft Office Suite
5. Other (Describe – i.e., lifting, domestic/foreign travel, foreign language):  Possible International travel.

	Preferred Qualifications:

Describe preferred qualifications including additional education, experience or other job related skills, supervisory experience, etc.

Grant writing and fund raising experience with international as well as institutional donors

Record of working in multinational teams

interest in and experience in international studies and research 
Experience working within a university setting    



Special Work Schedule Requirements (e.g. overtime, evenings, weekends, on call, rotating shifts, etc. Please note that the schedule of exempt employees may vary based on the needs of the department and it is not necessarily limited to a set number of hours.)

Occasional possible travel for fund raising, workshops and administration outside normal working hours.     
Detailed Description

I. Responsibilities:

Describe 4-6 responsibilities including a brief outline of supporting activities for each and indicate approximate percent of time spend on each responsibility area; total must = 100%
	Approx.

Percent:
	Responsibilities:

	      35 %
	· Write grant applications and concept notes at the direction of Center PIs:

· Assist Center staff in the development and writing of compelling letters of inquiry, pre-proposals and full proposals to prospective organizations.

· Meet with PIs as necessary to review and/or discuss proposals

· Interface with Publications, Media and Public Relations, and other university offices involved in communications to ensure a consistency of messages/follow university design and messaging guidelines and procedures.

	      30 %
	· Identify possible new sources of funding for active and new research projects at the Center

· Gain sufficient knowledge of Tufts and the Center to be able to translate and effectively communicate projects, long-term goals and societal impact. 

· Review individual corporate and foundation grant guidelines to ensure proposals meet published organizational goals and objectives and are in compliance with application and/or reporting requirements.

· Work with Central Administration to learn and effectively implement university policies connected to grants/contracts/gifts.



	      30 %
	· Work closely with Center Director, PIs, Development Office to cultivate new donor sources and ensure applications to them are done correctly

· Work with Development staff to coordinate efforts with prospective donors and to effectively manage the grant/gift acknowledgment, donor tracking and progress/stewardship reporting efforts

	      5 %
	Perform other duties assigned by Center Director as required.

	         %
	     


II. Decision Making:

1. Describe the types of decisions made by this position.  What impact do these decisions have on the department, school or university?  What decisions can this employee make independently?

The employee is expected to organize his/her time carefully and to pursue a work agenda and methods that will produce the desired outcomes.  There will be a minimum of day-to-day supervision provided.  The position involves interactions on a regular basis with the supervisor and other employees at the Center as well as with Friedman Advancement, Sponsored Programs and Research Administration staff.  The employee should have  close communication with the Center administrative support team regarding any financial implications or spending, travel or communication with donors.  
2.  What are the effects of this position’s work on business operations?  (e.g. consider authority to make significant financial commitments, represent Tufts in resolving customer concerns, etc.)

The employee will be expected to conduct basic management and research on the topics identified and to prepare written presentations of data compiled, conclusions suggested, and the like.  The employee will not be authorized to commit project, the Center, or the University on matters involving finances, intellectual property, or other representational matters.  His/her functions are largely internal to the Center itself.  S/he must coordinate fundraising efforts with the Associate Director of Corporate and Foundation Relations for the Friedman School and the school's Director of Development, in order to prevent overlap or conflicting efforts with donors, promote the effective identification, solicitation and stewardship of donors and raise significant funds for the Center's goals and programs.
	III. Competencies:

Tufts competencies describe the knowledge, skills and behaviors required to effectively perform a job in the university.  Describe what is required to be successful in this job.



	Expertise: Requisite skills for the position; sharing of expertise; support of others in learning and skill building; pride in work; commitment to professional development.

Strong writing and research skills.  Knowledge of international relations, familiarity with grant application procedures and formats. Familiarity with grant making and international donors.


	Interaction with Others:  Demonstrated communication skills; openness to different viewpoints; respect shown for others; collaboration on joint projects and decisions; ability to give and receive candid and helpful feedback.

Proven ability to interact and collaborate with colleagues: capacity and commitment to function as part of a team; good oral and written communication skills; respect for the viewpoints and situations of others.


	Continuous Improvement:  Measurable improvement made in systems or processes; system efficiency; innovation and creativity; commitment to generating new solutions and ideas.

Results-oriented; geared to establishing and maintaining productive relationships with organizations which underwrite and utilize the work of the Project.


	Customer Focus:  Attention to and focus on customer satisfaction; effective and appropriate relationships with customers; successfully anticipate and meet the needs of both internal and external customers.
Good at listening, soliciting input, and reflecting diverse perspectives in the work produced.


	Resourcefulness and Results:  The ability to work effectively in a variety of situations; demonstrating good work habits, flexibility and initiative; using multiple resources to achieve desired results; seeking input and assessing risks when decision making; committing to getting things done.

Ability to take initiative and to function independently; skills in creative problem-solving; capacity to respond to the pressure of multiple demands and timetables.



	Leadership:  Model desired behavior for position; act as catalyst for change through positive energy.  (For management positions refer to the Leadership Competency Model.)

Takes responsibility for his/her tasks;  brings energy and dedication to day-to-day duties; offers ideas for improving functioning of team and workplace.




IV. Physical and Mental Demands: 

The Americans with Disabilities Act requires employers to make reasonable accommodations for a person with a disability.  This information is needed to assist the university in meeting these regulations.

Please list physical demands: (i.e. lifting # of pounds, standing, walking, carrying, pushing, hearing, speaking, seeing, driving, etc.)

Standing, walking, reaching, climbing, lifting up to 20 lbs, carrying, writing, pushing, pulling, hearing, kneeling, driving, speaking, seeing.

Please describe physical environment: (i.e. exposure to noise, chemicals, carcinogens, heat/cold, fumes/gases, dirt, radiation, bio-hazardous material, human tissue/fluids, animal tissue/fluids, etc.)

n/a
Please list mental demands: (i.e. detailed work, frequent deadlines, multiple concurrent tasks, reading, frequent interruptions, frequent contact with people, periods of concentrated attention, etc.)

Reading, irregular work schedule, multiple concurrent tasks, detailed work, frequent deadlines, periods of concentrated attention, frequent contact with people.

Please list occupational exposures: (i.e. research/laboratory animals, wildlife, domestic animals, livestock/horses, etc.)

n/a
V. Supervision:  

If position has primary responsibility for hiring, managing performance, approving changes of status and initiating disciplinary actions, please list the job titles that report to this position.  Please do not include students or temporary employees.

n/a
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