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Management Committee

Grants Officer 
Salary: 

Voluntary

Hours: 

6 hours/week

Responsible to:
Director
Job Purpose:

The Grants Officer is responsible for the processing and administration of all applications made to the Trust’s General Welfare Fund. The post is required to analyse applications for funding in relation to an approved grants policy, conduct telephone interviews with applicants, prepare summary notes and recommend suitable applicants to the Grants Review Panel to receive funding. The role includes extensive post-grant monitoring and evaluation. 

Key Areas of Work

Grants Processing
· Assess funding applications received by the Trust by conducting eligibility tests, background research, telephone interviews and obtaining references and independent guidance;
· Collate information and prepare summary case-notes on funding applications received, providing detailed analysis and recommendations;
· Ensure timely processing of all grant applications to set deadlines and timescales; 
· Undertake all administrative duties in relation to the grants process, including letter-writing, updating databases and spread-sheets and issuing monitoring forms; 
· Monitor the performance of successful applicants by conducting regular audits of expenditure, identifying and investigating breach of grant terms and conditions and evaluating outputs and outcomes; 
· Promote equal opportunities and diversity, in addition to the core values of the Trust, in all aspects of the grant-making process;
· Support the continued development of the General Welfare Fund in policy and procedure. 
General

· Attend fortnightly meetings of the Management Committee and quarterly Board meetings, as required;
· Support all marketing and fundraising activities of the Trust.
