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Job Description: Grants Administrator
Salary: £18,000 pro-rata

Hours: 30 per week

Annual leave: 27 days pro-rata

Contribution to Pension

The Community Foundation for Wiltshire and Swindon aims to create a culture of giving that will change people’s lives.  Their grants support all kinds of people including children and young people, isolated older people, disabled people and people living in disadvantaged areas.

In 2010-11 grants totalling £662,353 were awarded to 297 projects run by local charities and voluntary organisations that are tackling disadvantage.  The Community Foundation is building an endowment fund for Wiltshire and Swindon, and works with Named Fund donors, private individuals, companies and charitable trusts, who want their charitable giving to have lasting benefit to their local community.

The organisation is now looking for a new Grants Administrator to support the Grants Team.   The position will be based in Devizes, Wiltshire.  Due to the nature of the position, the post holder will be expected to have access to private transport.

Job Title:
Grants Administrator
Reporting To:
The Programme Director
Responsible For:
Providing administration support to the Grants Officer and Programme Director
Purpose of Role:
To ensure the smooth running of the grant making function
Key Responsibilities

Grants Administration
· Ensure that routine administration is properly carried out, and that agreed systems are fully implemented
· Respond to telephone and email enquiries
· Ensure all applications are complete and basically eligible
· Collate and distribute applications to external assessors and monitor the return of completed assessments
· Maintain records via the database and spreadsheets, providing reports as required
· Give support to grant applicants and recipients
· Provide support, resources and information to Foundation Volunteers
· Liaise with the Finance Manager to ensure grant payments are made in a timely manner
· Support other Grants Team members by providing up-to-date financial information
· Arrange monitoring visits for Staff and Committee Members
· Keep monitoring records up to date and inform the Programme Director and Grants Officer of any potential issues
Database maintenance
· Entering grant information onto Digits
· Ensuring all records are kept accurate and up-to-date
· Managing the DECIDE system.
Other Duties
The post-holder may be required from time to time to undertake other administrative duties for the Community Foundation always providing such additional duties fall within the general level appropriate to the post.

Person Spec

Experience and skills

As this is a unique roll to grant making organisations, training is provided for the specific skills required to do the job.  In addition we would like you to be:

· Able to demonstrate good organisational skills 

· Computer literate including Microsoft Office, Outlook and Internet

· Numerate and literate

· Excellent telephone manner 

· Able to encourage and support first time applicants

· Able to work with people at all levels

· Understanding and committed to equal opportunities

Attributes

· Good communication skills
· Self motivated and enthusiastic
· Team player
· Flexible 
· Able to manage peaks and troughs of workload
· Community minded
Equal Opportunities

The Community Foundation operates a policy that no one should be discriminated against on the basis of their gender, marital status, sexual orientation, social class, race, ethnic origin, religious belief or disability. 

