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POST TITLE:

 GRANTS OFFICER
SALARY 
               £25,000 - £28,000
LOCATION.                      BARHAM PARK CENTRE, HARROW ROAD, SUDBURY

LEAVE                               25 days’ holiday per annum plus bank/public holidays (pro-rata)

CONTRACT
               PERMANENT
HOURS                             2 days a week

RESPONSIBLE TO:
 CHIEF OPERATING OFFICER
Deadline for applications: 5pm 17th May 2021. Interview’s week commencing 28th June 2021

______________________________________________________________
PURPOSE OF THE JOB

The Grants Officer supports youth sector organisations to be the best they can be by increasing their access to resources and opportunities for development and partnership work. The post engages and supports 200+ members in Brent and is responsible for helping them access our offer.  

The post is responsible and accountable for the planning, funding, commissioning and evaluation of high quality open access and targeted programmes of play and youth work that deliver improved outcomes and opportunities for young people in Brent; delivered through Young Brent Foundation’s Venue bank, schools and community settings. 

As Grants officer, you will be reporting to the Chief Operating Officer and will be supporting them and Chief Executive Officer to achieve ambitious but realistic targets. The post holder will perform a wide range of responsibilities, such as prospect research, developing bespoke proposals, stewarding existing funding relationships as well as driving new business. You will also be responsible for reporting on grants, including the management of data required for measurement and evaluation.
We are looking for a dynamic, self-motivated, and organised individual who can work well both collaboratively as part of a team, as well as independently. The post holder will be required to build strong relationships with our members, trainers and funders which means excellent inter-personal and communication skills are required. 

KEY DUTIES
You'll be responsible for reviewing applications and helping to prepare application summaries for grants panels so the ability to read and interpret charity accounts and budgets is key, as is a good understanding of charity governance. Good communication skills are important too, as you'll be contacting members of Young Brent Foundation to discuss their applications and resolve any issues. Experience of Salesforce would be an advantage, but training will be provided. You'll also be involved in the grant’s payments process.

Another element of your job will be contacting grant holders to obtain photos and grant stories for our website so experience of managing website would be useful, but training will be provided.

The successful applicant must be happy working in a small team and able to cope with change.

Person Specification
· Experience of charities and grant-making, either through working for a grant-making organisation or as a fundraiser applying for grants.
· Understanding of national and local initiatives in children and young people's services and how these impact on small voluntary sector groups 
· High standard of literacy and numeracy.

· Good communications skills. Confident in business communications.

· Strong IT skills, confident in the use of MS Office and databases; use of spreadsheets, email and Zoom/Teams. Experience of Salesforce would be an advantage.

· Good working knowledge of the governance and financial management of charities; able to read and interpret charity governing documents, charity accounts and other financial reports.

· Accurate with a high attention to detail.

· Good organisation skills.

· Discreet

· Able to deliver work to a deadline
· A bright and positive attitude

· Willing to do basic practical jobs to support the effective functioning of the office.

· Able to work independently and with integrity.
Other 

· Demonstrable commitment to supporting cultural competency 

· A passion for effecting positive change for Children and Young people 

· Ability to model a culture of high performance and continuous learning, placing the highest duty to children, young people and families at the centre of decision making at all times 

· Willingness to pitch in to tasks outside the job description when required and to work outside of core office hours (evenings and weekends) as and when the need arises

Equal Opportunities
· To demonstrate through personal and professional example a commitment to equality of opportunity for all groups and to challenge discrimination, racism, sexism and other forms of unjust behaviour

· The post holder is expected to be committed to the Foundation’s core values of public service, quality, equality and empowerment and to demonstrate this commitment in the way they carry out their duties

NB:  All employees are expected to adhere to the Foundations’ Diversity & Equality and Health and Safety Policies.

Terms and conditions
· Contract: Permanent
· 3-month probationary period.

· Hours: 16 hours per week worked over 2-3 days Monday to Friday 08.30 am to 4.30 pm.

· Salary:  £25,000 - 28,000 p.a. pro rata

· Twenty-five days leave per annum pro rata and statutory holidays pro rata. 3 days’ holiday must be taken during the Christmas shutdown.

· NEST pension with employer contribution
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