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JOB DESCRIPTION

Job Title:

Grants and Development Co-ordinator 

Location:

Rex House, William Road, Guildford, Surrey, GU1 4QZ
Salary:

Circa £25,000 FTE



Working Hours:      21 hours a week
Reporting to:
Head of Marketing and Development
Job purpose:

· To write and design bespoke proposals, grant applications, cases for support and fundraising materials aimed primarily at Trusts and Foundations, but including individuals and corporates, in order to generate significant philanthropic support for a variety of projects. 
· To assist with Legacy administration.

· Develop stories and case studies to support applications and fundraising activities.

Main Duties:

· To research, identify and prioritise appropriate grant opportunities, trusts and foundations, with a view to identifying potential donors. 
· Successfully execute a rolling programme of grant applications for revenue and capital campaigns to meet fundraising targets.

· To engage proactively with targeted trusts and funding bodies to identify opportunities to plan and explore proposals prior to submission whilst developing positive relationships.
· To write, within the agreed timeframes high quality applications, impact and end of grant reports. 
· Liaise with internal colleagues (services and marketing) to obtain and write up stories and case studies to support applications, fundraising activities and marketing.

· Liaise with internal colleagues to obtain services and client data to support applications and end of grant reports.

· Ensure consent for stories is obtained and recorded on the database, prior to marketing publication/grant submission.

· Check ‘the Age UK Loop’ on a monthly basis for Surrey legacies and check databases for Age UK Surrey clients.
· Assist the head of department with communications to solicitors regarding legacy bequests.
· Assist the head of department in developing ‘Cases/appeals for support’.

· To carry out any other duties as requested by management for the efficient running of the organisation.

Person Specification:
 

Essential Skills

· Previous experience of writing successful grant applications

· Excellent writing skills with attention to detail and grammar 

· Clear and concise communicator

· Relationship builder with internal and external stakeholders

· Ability to organise work 
· Innovative and enjoys new ideas

· Adaptable, flexible and self-motivated

· Agile in a dynamic and changing organisation

· Excellent IT and Microsoft office skills

· Team worker and able to work on own initiative

