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Location: New York 

Position: Grant Writer Consultant 

Application Deadline: February 6, 2015 

 

Purpose: 

 

Asia Society is seeking an experienced Grant Writer as a consultant to provide 

support on upcoming projects related to foundation (family and institutional) 

and government grants in the areas of arts and culture arts. The consultant 

would work with the Executive Director, Institutional Relations within the 

External Affairs Department of Asia Society. The consultant will also 

potentially support other foundation research and fundraising activities for 

education and policy programming. 

 

 Provide stewardship of a portfolio of grants received for arts and culture 

programming: prepare and compose reports including narrative and 

financial components to foundation and government donors; write 

proposal / application packets for foundations and government donors 

including budgets; narratives; and preparation of supporting materials.  

 Conduct prospect research to identify new foundation and government 

prospects (for arts, education, and policy programming); 

 Work in close collaboration with other Society departments and staff, 

including museum and performance arts program experts, finance team, 

and other fundraisers; 

 Track all activity in Raiser’s Edge. 

 Meet other related responsibilities as may be assigned by the Executive 

Director of Institutional Relations and the Managing Director, External 

Affairs.  

 4-5 years foundation and government (state and federal levels) fundraising 

experience for arts and culture, including proposal writing, prospect 

identification and research required.  Knowledge of Asian arts and culture 

desirable; 

 Excellent written, interpersonal communication, and organizational skills; 

 Ability to meet tight deadlines and turnarounds and work on multiple 

projects;  

 Knowledge of international issues and education funding environment a 

significant plus; 

 Experience conducting prospect research;   

 Proficiency with Microsoft Office and knowledge of Raiser’s Edge 

software 
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Duration:  

 

Estimated 2-3 months, approximately 15-20 hours per week on site. 

 

How to apply: 

 

Please email your cover letter, resume, including your hourly fee, to:  

 

externalaffairsjobs@asiasociety.org   

 

Indicate title in the subject line. Resumes without cover letters will not be 

accepted. No phone calls, please. Only those candidates considered for an 

interview will be contacted. Please regard your resume as having been 

received unless your email is bounced back. 
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