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                                 Job Description

Job Title


Trusts & Grants Administrator
Location


Manchester

Salary                               £8.76 per hour/£15,943.20 per annum 
Band



 B
Hours per week               
35 hours per week (flexible for the right candidate)
Annual Leave

25 days plus 10 statutory holidays (pro-rata for part-time)
Term
Reports to                        Deputy Trusts & Grants Manager
DBS Check 

Job Summary
To provide admin support to the Trusts & Grants Team. To achieve income targets through the submission of small to mid level funding applications and reports.
To support the Trusts & Grants Team with targeted research, maintenance of accurate records and administration tasks,
To support the wider team with admin tasks on an occasional basis.

Key responsibilities
· Develop and submit small to mid-level applications to a range of charitable trusts and other grant makers as part of Henshaws’ schedule of applications. 
· Compile and submit reports and thank you letters to trusts and grant makers in a timely manner to meet funder requirements. 
· Liaise effectively with colleagues across the charity to gather information required in support of trust or grant applications or reports.
· Ensure that relationships with trust and grant donors are managed to the highest professional standards, ensuring their continued support and engagement.  

· Ensure accurate and up to date Trusts & Grants records on the fundraising database (Donorflex). Help to maintain and develop use of the database within the Trusts & Grants Team.
· Carry out targeted research on suitable funding opportunities and grant maker criterion as required by the Trusts & Grants Fundraiser and Manager.
· Organise and maintain Trusts & Grants filing systems and administrative processes, including timely compilation of analytical or financial reports for internal review.
· To provide excellent supporter care via phone, letter and on email.
· To be the point of contact for any service users pursuing grant support.
· Gain and maintain an understanding of the charity’s work, priorities and future plans. 
· Be an active and supportive member of the Fundraising and wider Henshaws team, contributing to the team’s development and working collaboratively with colleagues and volunteers as required.
· To provide occasional admin support to the wider fundraising team as required.

General

· Attend all Henshaws mandatory and compulsory training sessions, taking responsibility to ensure training is up to date at all times.
· Take responsibility for your own personal and professional development, including CPD where appropriate.

· Facilitate training and knowledge sharing across Henshaws Society, and other providers where appropriate.

· Adhere to and support others to uphold Henshaws Values: Inspiring, Proactive, Sharing, Compassionate, Empowering, Informed

· Offer a flexible approach to working hours to meet the needs of the organisation.

· Represent Henshaws in a professional manner at all times, contributing to fundraising, marketing and recruitment activities for Henshaws Society as required.

· The employee may on occasions be called upon to undertake work in other locations in order to ensure obligations to students, service users and third parties are fulfilled.

· Comply with Henshaws Health & Safety requirements and be aware of and adhere to current Henshaws policies and procedures.

· Any other duty as required by the line manager commensurate with the post.
The post holder must comply with the Health and Safety requirements of the charity, operate within the employee code of conduct and respect confidentiality at all times.

Person Specification
In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will then use the 
desirable criteria to produce the shortlist.
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All disabled candidates who meet the minimum essential criteria will be included on the shortlist.
	
	Criteria
	Essential or Desirable
	How Identified



	Skills and Experience


	Strong written and verbal communication skills.
 
	Essential
	Application form / Interview 

	
	Ability to multi-task and prioritise workload whilst maintaining attention to detail.
	Essential  
	Application form / Interview

	
	Strong research skills and ability to summarise complex information.
	Essential
	Application form / Interview

	
	Good numeracy and analytical skills.
	Essential 
	Application form/Interview

	
	Effective time management and organisational skills.
	Essential
	Application form/Interview 

	
	Ability to work effectively as part of a team and independently.
	Essential
	Application form/Interview 

	
	Experience of using a CRM system or database within a marketing, donation processing or fundraising environment.
	Desirable
	Application form/Interview

	
	Experience of fundraising in either a paid or voluntary capacity.
	Desirable
	Application form/Interview

	General & 
Specialist Knowledge
	Excellent IT skills including Microsoft packages
	Essential
	Application form 

	
	Understanding of the needs of service users with visual impairments, learning difficulties and/or other disabilities
	Desirable
	Application form

	Education & 
Training
	Educated to A-level or equivalent, or demonstrable equivalent professional experience
	Essential
	Copy of certificates

	Special 
Requirements
	A strong interest in working for a disability charity 


	Desirable
	Interview


Henshaws will make every endeavor to make any reasonable adjustments for applicants who require assistance in carrying out their duties due to a disability.

Henshaws is committed to safeguarding vulnerable adults and children.  The post holder may be required to complete an enhanced DBS disclosure check including barring lists for Adult and/or child barring services.
Henshaws is committed to equal opportunities and positively welcomes applications from all sections of the community.
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