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JOB DESCRIPTION

POST TITLE:          Grants and Trusts Officer

SALARY:            
£26,000 – £29,000 per annum pro rata dependent on experience
HOURS:                  Part - time (15 hours per week)

CONTRACT:           Permanent


LOCATION:
           Arthur Rank Hospice (with an option to work from home)
REPORTING TO:    Director of Fundraising and Communications
Arthur Rank Hospice Charity is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.
Job Purpose:
You will be central to helping Arthur Rank Hospice Charity fund vital care and support for people across the county. You will lead on a number of our key relationships developing single and multi-year support, whilst also conducting research to identify and nurture new relationships with prospective funders. You will work closely with colleagues from across the organisations to understand potential funding opportunities and to create emotive and impact driven projects. The role is also integral to building an understanding of and engagement with fundraising at all levels within the organisation to maximise all opportunities to achieve success to the highest level.

Main Responsibilities:

Account management

· To secure significant income through building relationships with and applying to Charitable Trusts, Foundations and Non-statutory Funding Bodies to fund general and specific hospice projects. 

· To increase grant and trust income by undertaking research form strong relationships. This will require developing a firm understanding of the work of the hospice. The application may involve working with the CEO, Trustees or Head of Engagement and a selection of clinical team members to gain full understanding of the charity’s vision.

· To work to income targets agreed with the Director of Fundraising & Communications with responsibility for ensuring these targets are achieved and sufficient income is received to support hospice care. 

· To identify donor development opportunities from within the existing hospice database to ensure that previous grants and trusts are duly reported upon and impact demonstrated to the provider where required. This post is key to helping the charity grow its income in a sustainable way to continue its abilities to supporting families throughout Cambridgeshire.
· To develop and maintain relationships with funders, through networking, proactive reporting and hospice visits, as required
Planning, Research and Organisation

· Develop a strategy for how the hospice can maximise income generation from Charitable Trusts, Foundations and Non-statutory Funding Bodies.

· Monitor the Grants and Trusts sector to ensure all sources of available funds are maximised.

· To research and identify appropriate funders whose criteria match hospice needs for development, preparing cases for support and submitting compelling written bids and complex grant applications as appropriate. 

· Analyse and manage the research into who to approach so that the charity can have the best chance of securing income including analysis of the hospice’s databases. This will require extensive research, analysis and relationship building.

· Develop a calendar so that the hospice can plan for bids and meet all external submission deadlines.

· Prepare bids for submission ensuring they present an effective case for support and provides all relevant information requested by the prospective funder.

· Maintain an accurate, effective database on the hospice system of all contacts and relationships with supporters.

· Provide evaluation reports for Trust and Grant bodies to update on progress.

Communication and Marketing
· Present the hospice to both Trusts and Grant Making bodies in a compelling, professional way.

· Demonstrate impact of successful projects
Administrative

· Prepare income reports as required.

· Support the fundraising department with the organising of fundraising and/or    events or cheque presentations as necessary.

· Undertake other work as may be requested by CEO

· Form links with other hospices to share best practices.

· Ensure information on databases is kept up to date and activities are recorded accurately

Internal Communications 
· To work with the wider hospice team to develop project ideas, research these and develop project request forms

· To manage the project/equipment request process and to highlight approved requests to the fundraising team to share with their supporters as appropriate

· To work with the finance team to set budget targets and to monitor these over time

· To develop a pipeline of projects requiring funding, in line with the Hospice objectives and strategy

· Attend regular staff and departmental meetings as required.
Additional Information

· The role includes but is not limited to all of the areas detailed above. The role may require the candidate to also when possible support the office team with office activities such as website updates, office administration, assistance with events and events planning and  to conduct research

· Ability to provide own transport is essential as you may be required to travel to meet existing and potential supporters.

Personal development

· Identify own learning and development needs in order to meet the key requirements of the post 

· Take responsibility for linking own development needs with the Hospice appraisal and objective setting process 

· Take responsibility for own continuing development by undertaking specific areas of work/projects to develop new skills 

· Engage in supervision to support personal and professional development 

· Ensure own mandatory training is always up to date. 

Health and Safety

· Attends statutory training with respect to lifting, fire safety and any others required

· Reports any defect in equipment immediately to the person with overall responsibility at that time. 

· Undertake risk assessments 

General

· The post holder must at all times carry out his/her duties with regard to the Charity’s Equal Opportunities Policy.

· All post holders must adhere to the code of conduct on confidentiality and be aware of and adhere to all Hospice policies and procedures

· This job description is intended only as a guide to the range of duties involved.  The post holder will need to be flexible and adaptable in order to respond to other duties that may be required from time to time and the changes and developments within the Hospice appropriate to the role.

· To be aware of the responsibilities of all employees to maintain a safe and healthy environment for patients, visitors and staff.

· To ensure that all duties are carried out to the highest standard, and in accordance with current quality initiatives within the work area.

· This job description is not intended to be exhaustive and will be reviewed periodically to ensure that the needs of the service are being met.
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