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WAY to WORK PHILADELPHIA! 

JOB DESCRIPTION

COMPANY NAME:
Asian Arts Initiative                                     FEIN: 
232827657




CONTACT NAME:
Carmina Ocampo-Brown


ADDRESS:
1219 Vine Street


Philadelphia, PA 19107
EMAIL:  carmina@asianartsinitiative.org PHONE: (215)557-0455 ext. 225  

FAX:  (215)557-9531









POSITION:
Assistant Grant Writer   
# OF POSITIONS: 

1


SALARY: 

WAGE $___15____ per hour



START DATE:
 June 14, 2010


END DATE (if known):




 
REPORTS TO:
Laura Cohen, Director of Development

_______________________________________________________________________________       

POSITION DESCRIPTION: 


Asian Arts Initiative is seeking a part-time Assistant Grant Writer to aide in several key areas of fundraising.  This position reports to the Development Director. The ideal candidate takes initiative, learns quickly, is flexible, highly organized, and wants to be part of a dynamic and strategic team in a small, non-profit environment.
Key Responsibilities

· Works with Development Director to research key grant funding prospects and determine grant priorities

· Write, edit and submit selected grants and support materials on behalf of the organization

· Work with staff to ensure selected grant reporting requirements are met, including writing, editing and submitting written reports.

EDUCATION REQUIRED:

· Bachelor’s degree
EXPERIENCE REQUIRED:

· One to three years non-profit grant writing experience; experience in an arts-based context is a plus

SKILLS REQUIRED:
· Excellent time management and organizational skills and attention to detail

· Strong written and oral communication, and interpersonal skills

· Ability to manage multiple tasks, including follow through and tracking

· Ability to work in a team oriented environment

· Computer skills including Excel, Microsoft Word, database, internet and email
· Bilingual ability in a Chinese dialect or another Asian language helpful but not required
WORK HOURS:
25 hours per week

TRANSPORATION NEEDED:

YES                                  NO  

SEPTA SERVICE AVAILABLE:             
 YES                                  NO

BENEFITS:

OTHER INFORMATION, IF NEEDED:

[image: image1.jpg]