Hunt Alternatives Fund, Washington DC
Job Description
Advocate and Congressional Liaison
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 Lead Advocacy Coordinator 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

· Actively promote efforts to shift the perception from women as “victims of conflict” to women as “resources for stabilization”; participate in conferences, policy forums, working groups and networks to help deliver that message.
· Assist in shaping and implementing a plan to raise awareness about issues of women, peace, and security with members of the US Congress whose work is relevant to the overall goals of the Institute. 

· Maintain contacts and connections to Congressional offices and staffers; remain abreast of legislative agendas and issues. 

· Arrange opportunities for the Institute’s Chair, Director, and others to interact with policy shapers from the US Congress, the US and other governments, leading NGOs, major international organizations, and policy shapers within media, academia, foundations, etc.; prepare associated briefing materials; and lead follow-up. 

· Support the Institute’s Advocacy team by assisting with events and meetings, coordinating activities, conducting research, and providing logistical assistance.
· Assist with advocacy-related fundraising, including proposal research, writing, and submission.
· 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. 
· Monitor and evaluate the Institute’s performance using the Raiser’s Edge and other systems in place throughout the organization. 

Qualifications

· 2-4 years work experience in a related field 
· Experience in or with the US Congress 
· Familiarity with the field of women, peace, and security

· Bachelor’s degree or higher preferred
· Exceptional written and oral communication skills; demonstrated research skills, and ability to synthesize, analyze, and present materials
· Highly resourceful – a self-starter with initiative

· Creativity and innovation with respect to new projects and programs

· Exceptional interpersonal skills and experience working with people from a variety of cultures and backgrounds

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

· Exceptional organizational and presentation skills; strong team player

· Flexible, with high energy and enthusiasm and able to thrive in a fast-paced environment

· Good attitude and mature judgment

· Fluency in Microsoft Office applications (Word, Access, PowerPoint, Excel)
