Hunt Alternatives Fund, Washington, DC
JOB DESCRIPTION

Policy Officer

Exempt position

Hunt Alternatives Fund, Cambridge, MA
JOB DESCRIPTION

Relationship Manager 
Exempt position


Overview

Hunt Alternatives Fund includes an operating foundation and a private grant making foundation that advance innovative and inclusive approaches to social change at local, national, and global levels.

The incumbent of this position will report to the Director of The Institute for Inclusive Security, a program of Hunt Alternatives Fund based predominately in Washington, DC.  The Institute uses research, training, and advocacy to promote the inclusion of all stakeholders, particularly women, in peace processes. We work with a global network of well over 1,000 women leaders from more than 40 conflict regions. Our research gives policymakers new strategies to drive inclusion by examining tangible contributions of women peace builders. Our training provides leaders the specialized skills and knowledge to direct local, national, and international peacebuilding. Our advocacy to high-level policymakers promotes change that makes peace processes more broad-based, and thus sustainable.
The Relationships Manager position will be based in Cambridge, MA. The incumbent will work closely with Ambassador Swanee Hunt, president of Hunt Alternatives Fund and chair of the Institute, and program staff to implement Inclusive Security’s individual fundraising plan. S/he will engage individual donors in the work of Inclusive Security while expanding the major donor file to include new supporters. 
Responsibilities
· Assist with donor cultivation, solicitation, and stewardship to achieve fundraising targets; draft fundraising plans in close collaboration with managers

· Serve as a primary contact for specific groups of individual prospective and current donors
· Spend significant time (20 percent) coordinating across all Foundation programs engaged in fundraising to ensure prospects and current donors are effectively cultivated, this will include: crafting fundraising guidelines and protocols; ensuring regular meetings among managers to negotiate prospect relationships; and setting up coordination systems between program and development staff
· Arrange fundraising travel, meetings, and calls for senior staff and principals 

· Organize events to introduce Inclusive Security to new audiences and raise money

· Research prospective donors; analyze their giving history and potential and write donor briefings

· Produce fundraising materials including but not limited to letters, emails, print and electronic newsletters, proposals, PowerPoint presentations, Webinars, and reports; draft original copy and edit documents

· Use Raiser’s Edge to coordinate with staff members and track interactions with prospects and donors about solicitations, anticipated gifts, pledges, and income 

Qualifications

· At least five years of fundraising experience; direct donor contact and experience staffing principals 
· Experience working on major gifts and/or endowment campaigns essential 

· Exceptional interpersonal and verbal communication skills; strong team player 

· Exceptional written communication skills, research skills, and ability to synthesize, analyze, and present materials 

· Strong organizational skills with an ability to prioritize and attend to multiple assignments 

· Ability to coordinate across program areas and think creatively   

· Ability to work evenings and weekends 

· Ability to thrive in a fast-paced environment; high energy and enthusiasm

· Good attitude and mature judgment

· B.A/B.S required; M.B.A or M.A. in English, communications, conflict resolution, international relations or related field desirable
· Fluency in Microsoft Office applications: Word, Access, Power Point, and Excel; proficiency with Raiser’s Edge a plus

· US citizen/permanent resident or valid work visa required 
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