
UC S%n Diego
SENIOR WRITER - 126608
Filing De)dline: Thu 11/23/2023
Hiring P)y Sc)le:  $60,000-$70,000/Ye)r

UC S)n Diego v)lues equity, diversity, )nd inclusion. If you )re interested in being 
p)rt of our te)m, possess the needed licensure )nd certific)tions, )nd feel th)t 
you h)ve most of the qu)lific)tions )nd/or tr)nsfer)ble skills for ) job opening, we 
strongly encour)ge you to )pply.

This position will rem)in open till filled. Initi)l )pplic)tion review d)te: 11/23/2023.

UCSD L)yoff from C)reer Appointment: Apply by 11/14/2023 for consider)tion 
with preference for rehire. All l)yoff )pplic)nts should cont)ct their Employment 
Advisor.

Speci)l Selection Applic)nts: Apply by 11/23/2023. Eligible Speci)l Selection 
clients should cont)ct their Dis)bility Counselor for )ssist)nce.

This position will work ) hybrid schedule which is ) combin)tion of working onsite 
on C)mpus )nd Remote.

DESCRIPTION
Under the le)dership of University Development's Chief of Oper)tions )nd with 
work direction from the Director of Development Communic)tions, the Senior 
Writer is responsible for independently rese)rching )nd writing for, )s well )s 
tr)cking )nd reporting on ) v)riety of development str)tegies th)t support 
University Development progr)ms )nd initi)tives. Working in coll)bor)tion with 
Adv)ncement communic)tions colle)gues, development officers, de)ns, 
)dministr)tion, st)ff, )nd f)culty, the Senior Writer's prim)ry responsibilities 
include c)se st)tements, white p)pers, PowerPoint present)tions, stew)rdship 
reports, )nd person)lized propos)ls for princip)l )nd m)jor gift level prospects 
)nd donors in support of the university's fundr)ising go)ls. These projects r)nge 
from highly technic)l scientific projects to m)rketing pieces intended for ) v)riety 
of )udiences to highly person)lized communic)tions.

The Senior Writer will rese)rch, )n)lyze, compile, )nd ev)lu)te d)t) )nd produce 
reports to support princip)l donor )nd prospect m)n)gement )ctivities for 
effectiveness, reporting results to the Director of Development Communic)tions. 
The incumbent will develop intern)l procedures to stre)mline writing requests, 
content m)n)gement reviews )nd )pprov)ls, )nd provide guid)nce to 



development profession)ls )nd )ssist)nts on communic)tions pr)ctices )nd 
protocols. The Senior Writer will write or edit ) v)riety of comprehensive )nd 
difficult m)teri)l for stylistic consistency, logic, org)niz)tion, r)tion)l 
development of content, )nd emph)sis. The incumbent will rese)rch, select 
sources for )nd conduct interviews, )nd ensure )ccur)cy of written pieces. Will 
recommend content )nd l)yout, edit, )nd coordin)te production of ) v)riety of 
printed )nd online m)teri)l, or conversion of printed pieces to online form)ts )nd 
)rchives.

Overtime )nd weekends m)y be required.

Applic%nts m%y be required to complete % writing/editing s%mple %s p%rt of 
the interview process.

QUALIFICATIONS
•   B)chelor's degree in ) relev)nt field, or equiv)lent combin)tion of educ)tion 
)nd experience, prefer)bly in ) higher educ)tion environment.
•   Demonstr)ted org)niz)tion)l )nd rese)rch )bilities, with strong )ttention to 
det)il )nd )ccur)cy, including )n)lyzing l)rge )mounts of inform)tion from 
disp)r)te sources )nd synthesizing it into cogent )nd concise written form.
•   Thorough knowledge of issues in higher educ)tion, ) speci)lized )c)demic 
discipline or field )nd / or he)lth sciences. Demonstr)ted )bility to rese)rch 
m)teri)l rel)ted to )nd write in ) v)riety of styles for )udiences including 
individu)ls, found)tions, )nd corpor)tions,)nd ) demonstr)ted knowledge of the 
phil)nthropic go)ls )nd preferences of such org)niz)tions.
•   Working knowledge of the dyn)mics of fund r)ising )nd the concepts of 
development )nd )dv)ncement or equiv)lent. Experience using ) constituent 
m)n)gement d)t)b)se preferred.
•   Ability to gr)sp )nd integr)te into pr)ctice university gift policy )nd 
m)n)gement procedures. Ability to underst)nd )nd work with fin)nci)l 
inform)tion.
•   Thorough knowledge of the fund)ment)ls of writing, gr)mm)r, synt)x, style, 
)nd punctu)tion.
•   Demonstr)ted composition/spelling/proofre)ding skills; excellent 
underst)nding of the rules of English gr)mm)r )nd synt)x to write cle)r, concise 
)nd compelling fundr)ising coll)ter)l m)teri)l.
•   Thorough knowledge of )ppropri)te editori)l style )nd public)tion guidelines.
•   Thorough skills to write cle)r, lively, eng)ging )nd compelling copy in ) v)riety 
of styles )ppropri)te to t)rget )udiences )nd / or the bro)der public, while 
ensuring )dherence to the loc)tion's mess)ge.
•   Thorough knowledge of the loc)tion, including its mission, go)ls, 
)chievements, infr)structure, progr)ms, )nd policies.
•   Knowledge of computer )pplic)tions for publishing, im)ge h)ndling, )nd / or 



web production. Demonstr)ted )bility )nd knowledge of writing for multimedi) 
present)tions )nd content for web.
•   Thorough rese)rch )nd f)ct verific)tion skills.
•   Thorough interperson)l communic)tions skills, including )ctive listening )nd 
effective coll)bor)tion skills. Ability to inter)ct in ) positive, t)ctful )nd 
profession)l m)nner with )ll levels of the org)niz)tion including executive 
)dministr)tion )nd ) diverse )nd dem)nding clientele. Ability to communic)te 
effectively one-on-one or in group settings, t)king into )ccount differences in 
soci)l, cultur)l, profession)l, )nd educ)tion)l b)ckgrounds.
•   Thorough )n)lytic)l )nd critic)l thinking skills.
•   Thorough )ttention to det)il, project m)n)gement )nd org)niz)tion)l skills. 
Ability to initi)te )nd complete t)sks with minim)l supervision. Ability to prioritize 
work, m)n)ge multiple t)sks )nd meet de)dlines in ) time-constr)ined 
environment.
•   Demonstr)ted underst)nding of the import)nce of ensuring )n equit)ble, 
inclusive, )nd diverse working environment, with the )bility to work )s ) p)rt of ) 
diverse )nd coll)bor)tive te)m.
•   Demonstr)ted underst)nding of philosophy of qu)lity service )nd group 
process, with proven )ptitude for working )s p)rt of ) te)m. Proven )bility to 
encour)ge )nd develop ) coll)bor)tive )nd positive environment )nd foster the 
Principles of Community.
•   Demonstr)ted )bility to interview )nd work with ) diverse group of individu)ls 
who provide the b)sis for m)teri)ls to be developed. Knowledge of mess)ge 
development )nd communic)tions m)n)gement.
•   Skill to m)int)in confidenti)lity.

SPECIAL CONDITIONS
•   Job offer is contingent on cle)r B)ckground Check.
•   Must h)ve )ccess to reli)ble tr)nsport)tion.

Apply Online:
http://50.73.55.13/counter.php?id=272045

The University of C)liforni) is )n Equ)l Opportunity/Affirm)tive Action Employer. 
All qu)lified )pplic)nts will receive consider)tion for employment without reg)rd 
to r)ce, color, religion, sex, n)tion)l origin, dis)bility, )ge, protected veter)n 
st)tus, gender identity or sexu)l orient)tion. For the complete University of 
C)liforni) nondiscrimin)tion )nd )ffirm)tive )ction policy see: http://www-
hr.ucsd.edu/s))/nondiscr.html

UC S)n Diego is ) smoke )nd tob)cco free environment. Ple)se visit 
smokefree.ucsd.edu for more inform)tion.

http://50.73.55.13/counter.php?id=272045
http://www-hr.ucsd.edu/saa/nondiscr.html
http://www-hr.ucsd.edu/saa/nondiscr.html
http://smokefree.ucsd.edu/

