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Position Type: Federal Work Study
Title: Research Assistant/Grant Writer
Department: Events Department
Hours: Between 10-20 hours per week
Timeframe: Spring Semester 2024

Description:

The Events Departmentis seeking a Research Assistant/Grant Writer for 2024 academic year (spring/fall
semester), This individual will lead our efforts in securing funding to help Westminster Hall operate
throughout the year. Students must have work study funding to be eligible for this position.
Responsibilities may be fulfilled through a hybrid work set up, but this position will be required to work
on-campus for part of the scheduled hours each week.

Duties:
e |dentify funding sources to support existing and planned activities.
» Craft persuasive narratives about the organization's mission.
¢ lead the development, writing, and submission of grant proposals.
* Manage deadlines with federal, state, and private funding agencies.
e Furnish prospective funders with supporting documents.
¢ Collaborate with Events Team to compile reports, materials, and documents.

Required Skills and Qualifications:
» Excellent writing and proofreading skills
* Strong project management skills and the ability to work independently and efficiently when
needed.
* Knowledgeable with Microsoft 365 software, specifically Word and Excel
¢ Strong communication skills.
* Currently enrolled as a student attending the University of Maryland, Baltimore.

About Maryland Carey Law Events Department:

Maryland Carey Law Events Department oversees events/activities throughout the law school. In
addition to academic events, in 1977 Westminster Preservation Trust, Inc. was established under the
leadership of Maryland Carey Law. The Trust completed a renovation of Westminster Hall in 1983 to
preserve and restore the historic features. Westminster Hall is now used for university lectures,
conferences, investitures, and other events; all managed and operated by Maryland Carey Law Event
Department.



