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Job Title: 

Proposal Writer 

Department Description: 

When you join our development team at UC Davis, by raising money, building engagement and 
creating partnerships, you propel us that much closer to achieving our mission as a land-grant 
university: to better understand our relationship to one another and to our planet. That 
mission has led to 100 years of an unparalleled, multi-disciplinary approach focused on one 
thing: improving our world. 

The Proposal Services is a collaborative, service-oriented writing unit specializing in 
philanthropic documents that enhance university-wide efforts to secure strong private support for 
UC Davis, including UC Davis Health. 

We focus on crafting polished, strategic pieces that help development officers and university 
leadership make a powerful case for giving—from early-stage concept papers that engage 
Chancellor’s Prospects and other close friends of the university in shaping UC Davis’ future, to 
highly tailored proposals that speak directly to individual donors about major and principal gift 
opportunities, to whitepapers and single-sheet snapshots of Big Ideas and unit priorities for a 
broad audience, and more. 

We are committed to advancing best practices in donor-centric development writing, providing 
excellent customer service to development officers university-wide in support of their goals, and 
promoting an environment of collaboration and teamwork. 

https://devar.ucdavis.edu/careers  

https://bigideas.ucdavis.edu/  

Job Summary: 

As a member of the Proposal Services team, assist in achieving the goals of the Office of 
University Development related to building strong private philanthropic support from 
individuals, corporations and other organizations for UC Davis. Provide proposal writing 
services for the central development office, senior Development leadership and for associate vice 
chancellors, deans and development officers university-wide to develop strategies and content 
related to requests for support. Responsible for drafting and editing gift proposals, case 
statements, correspondence, and other written documents. Assignments may be clustered within 
subject areas or may be broad-based. Conduct research and gather background information as 
needed.  
 
In addition, develop fundraising proposals from concept to formal presentation, utilizing 



consistent institutional messaging, effective strategies and appropriate themes for successful 
proposals. Coordinate approval and timely dissemination of proposals and other fundraising 
documents. Create development communications support materials, including templates, 
boilerplate language and other documents to be posted on the DEVAR Organizational Toolkit 
for major gifts officers' use in their fundraising efforts.  
 
Attend University Development team meetings as well as other appropriate development-related 
meetings.  

Minimum Qualifications 

 Experience as a versatile and persuasive writer with excellent research, grammar, spelling 
and proofreading skills.  

 Skill to organize ideas, synthesize information, and turn institutional objectives and 
messages into compelling cases for philanthropic support.  

 Experience in managing multi-step communications projects, with feedback from 
multiple stakeholders, and in meeting multiple overlapping deadlines.  

 Experience with adapting to competing and evolving priorities in a complex, 
decentralized environment.  

 Bachelor's degree in a field with a strong academic writing component or equivalent 
experience.  

 Skill to exercise diplomacy in dealing with others and to establish and maintain 
cooperative working relationships.  

 Knowledge of AP style and The Chicago Manual of Style.  
 Proficiency with computer software (Word, Outlook, PowerPoint, etc.).  

 
www.employment.ucdavis.edu/applicants/Central?quickFind=79491    

 


