Hunt Alternatives Fund, Washington, DC
JOB DESCRIPTION

Special Projects Assistant

Non-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 Deputy Director for Management and Partnerships of The Institute for Inclusive Security, a program of Hunt Alternatives Fund in Washington, DC, that uses research, training, and advocacy to promote the inclusion of all stakeholders, especially women, in peace processes. 
Note: Men are strongly encouraged to apply. 

Responsibilities

· Support the implementation of grants and other special initiatives.
· Assist project teams in coordinating travel and planning trainings and consultations, including by assisting with participant logistics and related tasks.
· Assist with responsibilities associated with the conscientious management, reporting, and evaluation of grants received from external funder(s).

· Help produce written documentation that profiles The Institute’s special initiatives and projects; adapt material to various forms of media.
· Assist with events and organizing meetings with relevant policy shapers in the US and abroad.
· Provide logistical and other support for The Institute’s annual colloquium. 
· Draft and edit documents for senior management (e.g. letters, invitations, briefings, etc); compile and create agendas, take notes, review and report action items, and draft memos or reports.
· Update and maintain The Institute’s contact database.
· Monitor and evaluate the Institute’s performance using the Raiser’s Edge and other systems in place throughout the organization. 

Qualifications

· Bachelor’s degree in International Relations, Conflict Resolution, or related field preferred
· Three to four years work experience with substantial background in office management and/or executive assistance

· Experience working in and/or with conflict-affected countries

· Budgeting skills preferred; experience managing grants and contracts in both nonprofit and for profit organizations helpful

· Excellent time management skills, ability to prioritize and attend to multiple assignments

· Exceptional organizational skills

· Strong written and oral communication skills; ability to synthesize, analyze, and present materials
· Highly resourceful – a “self-starter”; good attitude and mature judgment 
· Ability to thrive in a fast-paced environment; flexible, with high energy and enthusiasm

· Fluency in Microsoft Office applications: Word, Access, Power Point, Excel; Raiser’s Edge a preferred
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