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PERSON SPECIFICATION

	Post:
	Grants and Trusts Officer

	Department:
	Fundraising

	
	Essential Criteria
	Desirable Criteria

	Education/

Qualifications


	· GCSE Grade 4 and above in English and Maths. 

	· Qualification in Fundraising.


	Experience


	· Proven ability to fundraise from charitable trusts and foundations and statutory bodies 
· Proven ability to produce in depth, motivating and inspiring proposals and funding reports 
· Proven ability to work within agreed budgetary constraints
· Excellent bid writer, with experience of winning a variety of grants and trusts and building relationships with funders or stakeholders
· Effective and comprehensive project management
· Appreciation of the need for reporting on success of projects in given timeframe
	· 2 years’ plus experience of securing grants and trusts

	Skills
	· High interpersonal and strategic networking skills to build strong long-term relationships with key external and internal contacts

· Excellent report writer, able to communicate clearly what has been achieved through the project work, explaining how budgets have been spent and resources used 

· Excellent personal organization and has a high attention to detail Very well organised, able to manage a number of different projects and application processes at any one time.

· Able to manage budgets well and understand the needs of projects so as to advise project leaders on spend.

· Enjoys working under pressure 
	

	Knowledge

	· Understanding of the voluntary sector.
· Appreciation for the cyclical nature of some applications
· Understanding of historical nature of relationships in the county
	· Awareness of legal and regulatory issues surrounding fundraising.
· Importance of secure data and management of supporter information


	Other 

Requirements
	· IT literate (MS Office including Teams and database experience, Donorflex at ARHC).
· Willingness to attend meetings which may on occasion be outside working hours
· Good listening skills and creative approach to tasks
· Supportive, approachable, responsible, reliable and personable characteristics
	· Interest in the Hospice, its history and its work

· Full clean driving licence

· Occasional use of car (mileage will be paid)





