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Assistant Grants Manager 

Job description

Job Title: Assistant Grants Manager  
Responsible to:	 Grants Manager 
Hours: 35 hours per week
Salary: £40,000 to £46,000 (subject to skills and experience)
Status: Permanent
Location: Gannochy Trust Office        

Job purpose

To support the Trust’s grant making processes.  To contribute to reviews of grant making and work to implement changes and improvements.  To represent the Trust to the highest professional standards, including using different communications approaches and channels.  To work as part of the Grants team to deliver high quality work.  To support the Senior Management Team and the Board of Trustees in the development and delivery of grant-making strategy, policy and plans, and to implement these with diligence.  

Key tasks

Support the Trust’s grants strategy: 

· contribute to the review and development of the Trust’s grants strategy; 
· attend grant-making and sub-group meetings where appropriate;
· develop and maintain constructive relationships with charities including visits; 
· develop relationships with other funders and represent the Trust in funders forums;

Support the Trust’s grants process:
 
· respond to enquiries and questions from applicants and grantees in relation to applications and reporting; 
· ensure all agreed due diligence checks are completed for applications; 
· assess applications from charities for grants, giving expert advice and making recommendations and decisions where appropriate;
· process decisions, providing information and feedback to applicants where appropriate;
· process grant payments, including reading end of year grant reports, monitoring the fulfilment of award requirements for single and multi-year awards;
· assist with the Trust’s grants plus programme and youth panel; 
· manage the Trust’s grants database, ensuring it supports the grant-making process; 
· work with the Trust’s ICT Grants Management providers to maintain and develop systems;
· monitor and support other staff and Trustees’ use of the Trust’s grant-making databases and software systems, providing technical assistance where appropriate;
· assist with preparation of grant-making year end reports and statistics; 
· prepare and present reports on regular grants work, including identifying themes and analysis of available data; 
· work with other staff and external advisors to undertake detailed analysis and report on the Trust’s impact from its grant making activities, and  
· work closely with the Grants Manager to develop and support the grant process and administration from initial contact to evaluation.

Work with the senior management team: 

· ensure high quality delivery and a timely response to concerns relating to grant making; 
· assist with preparation of reports to the board of trustees; and 
· provide expert advice as appropriate on grants.  

Any other duties: 

· to support the running of the Trust by covering tasks in the absence of other members of the staff team; 
· from time to time to work on projects to improve the processes and performance of the Trust; and
· any other duties as needed and as directed by the Grants Manager.

Person specification

The successful applicant will be able to demonstrate that they have the following skills or experience, or the ability to develop these.

Qualifications and learning:
· a degree or equivalent experience; 
· relevant professional qualification or equivalent experience; and 
· evidence of continuous professional learning.  

Experience:
· [bookmark: _Hlk103952355]developing and maintaining working relationships with charities; 
· assessing funding applications; 
· supporting grants processes and grants decision making; 
· supporting finance processes and reporting;
· development and management of administration processes; 
· working collaboratively and in partnership; and 
· delivering planned work efficiently and within agreed budgets.  

Job specific skills and competencies: 
· able to represent the charity to a high standard, developing and maintaining professional relationships internally and externally; 
· skill in working with a wide range of people and external stakeholders; 
· ability in verbal and written communications, adapting to different contexts; and
· able to analyse data and produce reports
· able to generate solutions to problems. 

Knowledge and understanding of:
· working in charities (or the ability to develop this); 
· contemporary issues in charities and how these can be tackled; 
· grant making processes, current developments and decision making frameworks;
· financial management and reporting; 
· administrative systems and processes; 
· collaborating with other members of staff; and 
· contributing to the Grants team, supporting the Grants Manager and working within governance structures.

Organisational behaviours:
· committed to the vision and values of the Trust; 
· communicates effectively with the Trust team and external people and organisations;
· seeks to continuously improve the operations and delivery of the Trust;
· works efficiently and effectively;
· willing to learn and develop own skills and support others;
· works well as part of a team;
· manages own workload well with ability to prioritise tasks;
· flexible and responsive in approach and attitude; and
· understands the importance of confidentiality and data protection.

Personal circumstances:
· [bookmark: _Hlk103939104]the ability to travel to The Gannochy Trust office and other locations as needed to meet the requirements of the role;
· able to work from home if required to meet the requirements of the role; and
· able to work flexibly out with conventional office hours to meet the requirements of the role. 
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