The University of Chicago

Job Description

Title:  Fellowship Proposal Specialist
Division/Department:  UChicagoGRAD 
Reports to:  Assistant Director of Fellowships
General Summary:

The Fellowship Proposal Specialist is a key element in the fellowship and grant-writing resources offered by UChicagoGRAD. The Specialist will provide writing guidance to graduate students across the University who are applying to fellowships and grants, both in group workshop and one-on-one settings. The Specialist will also work with the University of Chicago’s Writing Program to receive ongoing training and professional development.
Responsibilities and elements of the job include:
· Under the guidance of the Assistant Director of Fellowships, develop comprehensive knowledge of the requirements and missions of major graduate fellowship competitions (i.e. the Fulbright Fellowships, the National Science Foundation Graduate Research Fellowships, the Ford Foundation Fellowships, etc).
· Complete the Academic and Professional Writing course (“Little Red Schoolhouse”) and receive hands-on text analysis training from Writing Program Directors.
· Provide feedback on graduate students’ fellowship proposal drafts in the following ways:
· Read a full or partial draft of a proposal and comment on its overall argumentation. This kind of comment can include, but is not limited to, logical flow of argument, feasibility of the project, alignment with the mission of the funding agency, etc.

· Read a full or partial draft of a proposal and comment on its organization, both globally and at the paragraph level.

· Make suggestions for how to revise a proposal for greater coherence, clarity, and persuasiveness of the proposal.
· Deliver grant-writing workshops throughout the academic year in collaboration with the Assistant Director of Fellowships.
· In collaboration with the Assistant Director of Fellowships, and divisional and departmental administrators, identify areas of student need and develop fellowship writing programming support.

· Other duties may be assigned as this role develops and other areas of need are identified.
Qualifications:

· Experience working in a tutoring or mentoring capacity required.

· Advanced degree preferred.
· Demonstrated success in writing proposals for funding preferred.

· Strong written and communication skills required. 
· Must be able to work independently and take initiative in fulfilling responsibilities.

· Strong skills with all Microsoft Office applications required.
Hours and Schedule: 20-25 hours per week, some of which can be done remotely. Work flow may vary depending on the time of the year.
Wage:  Commensurate with experience.
Start Date:  Summer Quarter 2015 (as soon as possible).
To Apply:

Interested candidates should send a resume and cover letter highlighting interest in the position and relevant background experience to Jessica Smith (jessicasmith@uchicago.edu), Assistant Director of Fellowships. This position will remain open until filled.
