Hunt Alternatives Fund, Washington, DC
JOB DESCRIPTION

Writer and Web 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 reports to the communications manager 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. 

The writer and web manager will be a major part of the Institute’s communications team, responsible for managing the Inclusive Security website and other online initiatives, and for writing and editing content for online and other uses. The incumbent of this new position will help define the Institute’s social media strategy and shape the direction of its exciting new website.
Responsibilities

· Propose and manage content on the Institute’s website, including keeping the site current with upcoming events, media mentions, new publications, staff changes, and other content

· Work with the communications manager to solicit content from staff and to write content for e-newsletter, emailed updates, social media, and other channels

· Draft and edit text for communications products, including printed reports, op-eds, web articles, blog posts, photo captions, video captions, and tweets

· Lead nascent effort to leverage social media to increase the Institute’s visibility and the size of the audience that understands its work, messages, and mission; identify online forums and communities likely to be used by the Institute’s strategic audiences; guide leadership and staff on specific strategies and tactics

· Work with the communications manager to maintain a forward-looking editorial calendar to anticipate opportunities to place timely and effective content 
· Continuously seek to react to new events, publications, program initiatives, staff changes, success stories and the like by suggesting content to be created or updated

· Significantly improve the structural and line-level quality of written products drafted by other staff members and leadership; act as backup copyeditor

· Support writing and editing of development collateral
· Help create, edit, and manage video and photo content to support the Institute’s website

· Manage the subscription list and sending process for the Institute’s e-newsletter

· Respond to occasional requests for hardcopy or electronic versions of publications 

· Manage Inclusive Security library of relevant research, including updating and maintaining comprehensive database, managing on-site and electronic inventory, creating and implementing organizational systems, ensuring that online presentation of library holdings is up-to-date
· Manage and organize inventory of hardcopy Inclusive Security publications and collateral to maintain necessary minimum quantities of materials for day-to-day use; work with program staff to update collateral to keep current with staff and program changes; manage in-house printing of publications and external printing as needed for items not printable in-house; fulfill occasional paid orders for the Inclusive Security Curriculum
· Take on other communications duties as needed
Qualifications

· Exceptional writing and editing skills

· Demonstrated experience of at least two years of content management for an organization’s website

· Demonstrated experience of at least two years editing others’ writing at the structural and line levels, including print publications, op-eds, and blog postings

· Demonstrated ability to collaborate with writers to improve diction and structural organization of others' drafts and efficiently reach agreement on final texts

· Demonstrated experience of at least one year leveraging social media to achieve real-world influence
· Ability and willingness to learn new software including content management systems to manage the website; as well as new database applications and editing software to support social media and video work

· Highly resourceful – a “self-starter” with initiative

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

· Exceptional organizational skills; strong team player

· Ability to thrive in a fast-paced environment

· Ability to focus extensively on highly detailed work

· Experience editing documents to in-house style guides
· Flexible, with high energy and enthusiasm

· Good attitude and mature judgment
· Some knowledge of taking digital photographs with a DSLR a plus; experience editing photographs a plus  
· Some knowledge of videotaping interviews with a digital video camera a plus; experience editing video a plus

· Experience ghostwriting for organizational leadership preferred
· Familiarity with the conflict resolution field and/or international relations a plus

· Fluency in Microsoft Office applications: Word, PowerPoint, Excel, Access 
· Familiarity with WordPress as a content management system strongly preferred

· Familiarity with Adobe Premier or other advanced video editing software a plus
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