
 

GPP Seeks Consultant for Meeting Documentation and Transcription (Notes) 

 
About GPP 

Global Philanthropy Project (GPP) is a collaboration of funders and philanthropic advisors working to 
expand global philanthropic support to advance the human rights of lesbian, gay, bisexual, transgender, 
and intersex (LGBTI) people in the Global South and East. 

Established in 2009, GPP’s 20 member organizations include many of the leading global funders and 
philanthropic advisors for LGBTI rights. As the first international cohort of LGBTI funders, GPP is 
internationally recognized as the primary thought leader and go-to partner for donor coordination 
around global LGBTI work. 

GPP is a key source of strategic research and analysis for global LGBTI funders. GPP also plays a 
central role in convening philanthropists and human rights activists for opportunities to increase 
knowledge, skills and capacity towards expanding global LGBTI funding. These convening spaces 
include donor pre-conferences during regional LGBTI convenings, funder webinars, and report release 
events. GPP is organized through a core Executive Committee and a number of thematic working 
groups, taskforces, and program-focused advisory groups.  

More information about GPP: https://globalphilanthropyproject.org/  
 

Consultancy Description 

GPP seeks an hourly consultant to transcribe and edit notes based on recordings from our various 
Taskforces, Working Groups, and Advisory Committees. The consultant will be in charge of transcribing 
recordings for one to four meetings a week. The consultant will transcribe the full notes for GPP staff, 
and will additionally be tasked to summarize the notes in a shorter standard format provided by GPP, 
which will be sent out to participants of the calls. Recordings of calls are around one hour.  

GPP will share the recordings of all calls to the consultant at the end of each week (Fridays). We will 
require notes to be transcribed and summarized within one week after they are received. GPP staff will 
review and approve summary notes and will share them with our members.  

 

Reporting: 

● The GPP Program Associate will serve as the main point of contact for the consultant(s) and will 
ensure regular communication and collaboration between the consultant(s) and GPP staff and 
members throughout the consultancy.  

 

https://globalphilanthropyproject.org/


 

Skills and Knowledge 

In addition to the above-listed job responsibilities, the ideal candidate for this position possesses most 
or all of the following: 

● Excellent written and copy-editing skills;  

● Highly organized, with the proven ability to work independently, prioritize and complete multiple 
projects, meet deadlines, and maintain consistent attention to detail;  

● Proficiency with technology. [GPP uses: Asana, Microsoft Office Suite, Zoom, Google 
Calendars, NextCloud]. 

● Demonstrated commitment to global LGBTI human rights.  

● GPP calls are held in English, however applicants with Spanish and/or French language skills 
are encouraged to apply.  

 

 
Additional Considerations: 
 
People of color; lesbian, gay, bisexual, intersex, trans and gender non-conforming people; women; and 
differently abled people are encouraged to apply. We also encourage applications from people of 
diverse religious, spiritual and cultural backgrounds.  
 

Timeframe: 

● January 2020: Hire 
● January-February 2020: Training  

Compensation  

Hourly rate of $20 USD, with expectation of 10-20 hours a week.  

Application 

GPP is open to receiving applications from individuals or teams. Interested consultants should submit 
their CV along with a cover letter including an overview of relevant previous research experience and 
knowledge of the issue area. Please also provide a brief writing sample (no more than 3 pages).  

Please submit a proposal to info@globalphilanthropyproject.org by the submission deadline of 5pm 
EST (USA) on Friday, January 24, 2020.  

All questions and clarification regarding this request and/or submission should be directed to: 
info@globalphilanthropyproject.org. 

We thank you for your interest in career opportunities with GPP. Due to high volume, only those 
candidates selected for an interview will be contacted. 
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