
 
 
 

Company: URI Foundation  
Date Posted: May 18, 2018 

Grant writer, Corporate & Foundation Relations/Business Engagement Center 

The University of Rhode Island Foundation  

Overview: 

This position is responsible for working with URIF development staff, URI faculty, and 
other parties as needed to support efforts to develop and strengthen corporate and 
foundation (C&F) relationships for the benefit of the University. The grant writer should 
be strategic-thinking, detail-oriented and entrepreneurial with superior writing skills to 
assist in identifying national and international C&F prospects and in developing and 
implementing appropriate solicitation strategies. As a member of the C&F/BEC team, 
this position reports to the executive director of corporate & foundation 
relations/executive director of the business engagement center. 

Responsibilities: 

 Develop a good working understanding of the University, its colleges and 
programs, including goals and priorities; 

 Explore, research and present recommendations for sources of foundation and 
corporate support to director and C&F staff and subsequently, to appropriate 
University recipients based on institutional priorities; 

 Assist in maintaining C&F calendar of grant activities (letters of inquiry, 
application deadlines, and reporting deadlines) to ensure timely submission of 
applications and reports; 

 Respond to grant seekers’ requests for information and assist with the 
application process.  Coordinate with faculty and staff to draft, edit and submit 
reports and proposals following guidelines and deadlines as defined by identified 
funding sources; 

 Acknowledge receipt of proposals, response letters, and grant 
agreements/MOUs.  Assist in maintaining electronic proposal, award letter, and 
report records and work with URIF finance and others to develop a standardized 
portfolio of supportive documents needed to supplement funding requests; 

 Assist in creating and maintaining written information needed to support proposal 
writing and to make a case for support from the broad University perspective, as 
well as from particular colleges and areas across campus; 

 Ensure that proposal records and contact reports entered into database 
accurately reflect submitted and prospective proposals and create database 
reports as requested; 



 Help to identify new C&F prospects, working in collaboration with the directors of 
development in each college, including online database searches for specific 
project needs; 

 Provide input into development of annual C&F fundraising goals and strategies to 
support University priorities; 

 Assist with development of BEC marketing materials, as needed; 
 Assist with management of BEC corporate partner database; 
 Assist with regular BEC website and Twitter updates; 
 Assist with C&F/BEC events, as needed; and, 
 Perform other duties as assigned. 

Qualifications: 

Candidate must have excellent communication and writing skills, including specific 
grant/proposal writing abilities; the ability to present information concisely and 
effectively, both verbally and in writing, especially writing successful grant proposals 
and solicitation letters. Must be strategic, entrepreneurial  thinker with strong analytical 
skills; highly organized, able to meet deadlines, problem-solve, act independently and 
as a member of a team, handle multiple tasks simultaneously, prioritize, work well under 
pressure and the ability to seek, synthesize and communicate in a succinct manner. 
Good judgment, maturity, personal integrity, strong interpersonal skills, accuracy and 
attention to detail required. Thorough knowledge of Microsoft Office, email products, 
and Web browsers required. 

Education/Experience: 

A bachelor’s degree in Communications, English, Writing or similar field is required, with 
relevant experience preferably in higher education (or a comparably complex 
organization), development, stewardship, advancement services or related field. The 
highest degree of professionalism and discretion in dealing with donors and potentially 
sensitive matters of donor confidentiality is required. 

Forward letter of interest, resume, salary requirements, and relevant writing sample to: 
URI Foundation 
Attn: Gerri Beagle, HR Manager 
79 Upper College Road 
Kingston, RI 02881 
gbeagle@uri.edu 

 


