ANTIOCH UNIVERSITY LOS ANGELES
JOB DESCRIPTION

Grant Writer
	Department:
	Development


	Reports to:
	VP for Institutional Advancement

	Location:
	Los Angeles
	Classification Level:
	Staff, Non-exempt, Gr. 16


	Supervises:
	None
	Percentage of Effort:
	57%


General Summary:  The Grant Writer reports to and works with the VP for Institutional Advancement at Antioch University Los Angeles to accomplish the goals and objectives of the Development Office.  The Grant Writer is responsible for writing proposals for both unrestricted operating revenue and restricted projects and for submitting timely and accurate reports for all existing grant funded projects.  The Grant Writer duties require an ability to work independently, coordinate multiple tasks, take direction and display a high degree of sensitivity to the needs of those various publics contacting the Development Office.  The position requires organizational skills; attention to detail; and strong interpersonal communication skills.

Essential Duties and Responsibilities:
· Responsible for conducting the full range of activities required to prepare, submit, and manage grant proposals to foundation and corporate sources. 

· Perform prospect research on foundations and corporations to evaluate prospects for corporate and foundation grants. 

· Work with finance to gather information necessary to report to corporate/foundation funders on current grant programs. 

· Comply with all grant reporting as required by foundation/corporate donors. 

· Provide stewardship to current donors, including work with Manager, Donor Relations to provide regular written updates (newsletters etc) to corporate and foundation donors. 

· Understanding of institutional history and programs. 

· Make appointments for VPIA and Manager, Donor Relations with foundation officers and other prospects, arrange for onsite tours for supporters (foundation officers, foundation trustees), as needed.

·  Maintain current records in database and in paper files, including grant tracking and reporting. 

· Track statistics relevant to development and provide department with written materials necessary for donor stewardship (visitor number and diversity, educational program attendance, etc). 

· Work with Manager, Donor Relations to provide development input for all written institutional materials. 

· Perform other duties as assigned by the Supervisor that are appropriate to the position.

Knowledge, Skills and Abilities:
· Strong written communication skills; ability to write clear, structured, articulate, and persuasive proposals. 

· Strong editing skills. 

· Attention to detail. 

· Ability to meet deadlines. 

· Knowledge of fundraising information sources. 

· Experience with proposal writing and institutional donors. 

· Knowledge of basic fundraising techniques and strategies. 

· Knowledge and familiarity with research techniques for fundraising prospect research. 

· Strong contributor in team environments 
· Strong computer skills and related software applications (Ex:  MS Word Suite)
Job Specifications:
· Minimum of two years experience with grant writing. 

· Previous experience with non-profit fundraising. 

· Experience working in deadline-driven environments. 

· Able to work well in a team environment, handle multiple assignments and meet deadlines. 

· Able to monitor and meet goals. 

Hours of Employment:  This is a part-time position.  A 20-hour per week work schedule will be established in consultation with the supervisor.  Some weekend or evening hours may be required for special events.

Compensation and Benefits: Salary is DOE.  This is a non-benefited position.
Physical Demands:  Work is normally performed in a typical interior/office work environment. No or very limited physical effort required with limited exposure to physical risk.

Antioch University LA reserves the right to change the duties of the
 job description at any time.
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