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Grants Officer

Location:		Hybrid Working, from home and from Central Office, 40-
		42 Ebury Street, London SW1W 0LZ

Hours:	14 hours per week, flexible times, to be agreed
Position Type:	Fixed Term, 12 months
Department:	Grants 

Reporting to: 	Grants Development  Manager

About us

Friends of the Elderly is a charity dedicated to supporting older people. We aspire to a society where all older people are treated with respect and have the opportunity to live fulfilled lives.

Our care homes provide residential, dementia, nursing and respite care with a home from home feel. We also provide day care services and small grants. We believe no older person should be lonely and should have opportunities to engage with their community.
The Grants Team manages applications for grants for older people from referral agents, and enquiries from individuals, their families and professionals. 
The team is responsible for the delivery of this service from initial enquiries and signposting through to preparing grants for authorisation, making grants payments, monitoring, evaluation and service development. 
1) Main purpose of job

Provide efficient administration for our grants service for people over state pension age. You will be ensuring grants are processed quickly and accurately, meaning older people are getting the support they need. This includes payment of grants, and liaising with referring agents, responding to enquiries from members of the public, provision signposting to other grant makers/support services and administrating monitoring and evaluation of the grants programme.



2) Working partnerships

· Internal: Grants Team, Reception Team, Marcomms Team, Fundraising Team
· External: referring agents, grant clients, general public, other benevolent funds.

3) Key tasks
· 1st point of contact for phone calls to the grants line
· Responding to hello@ enquiries, including sending out new application packs and providing updates on applications, directing callers to FAQs etc 
· Processing of grant applications including chasing up queries and evidence, supporting referral agents 
· Preparing applications for approval
· Signposting of callers to other relevant funders 
· Signposting of callers to other relevant services 
· Maintaining the signposting database
· Administration and collation of data related to monitoring and evaluation programme
4) Related tasks
· Any other duties as requested by the Grants Development Manager or Senior Grants Officer
· Occasional visits to other service providers
· Occasional participation in networking events
· Occasional participation in professional forums
· To comply with statutory requirements for data confidentiality and security.

5) Person Specification

	Essential
	Desirable

	Qualifications Required:
Good standard of written and spoken English
	
Educated to A ‘level

	Experience Required:
· Proven relevant administration experience.
· Experience dealing with a range of clients and referrers by email and by telephone
· Experience of using customer relationship management (CRM) systems for data inputting, processing and management
· Experience of managing electronic systems for filing 
· Experience of  Microsoft Office, including Word and Excel

	
· Experience working in grants administration with knowledge of the grant lifecycle including quality assurance, monitoring and evaluation
· Experience working with older people and an understating of the issues they may face.
· Experience working in the charity sector.
· Experience in providing information and advice to vulnerable people


	Knowledge and Skills Required:
· Ability to follow processes and procedures
· Excellent communication skills and telephone manner.
· Diligence and attention to detail.
· Ability to manage own time and workload effectively, whilst working as a team.
· Ability to work with changing and developing processes and systems
· Ability to learn new things quickly
· Knowledge of GDPR.
· Understanding of safeguarding

	

· Knowledge/ability to use CRMs 
such as Icaris, Salesforce, Views 
or similar
.




	Personal Attributes:
· Sensitivity to the needs of older people, vulnerable people, those living in poverty
· Positive, practical and proactive attitude.
· The desire to make a difference.
· Self-motivation
· Empathy
· Flexibility
· Approachability
· Reliability
· Ability to use initiative
· Commitment to equality of opportunity and non-discriminatory practice
	



6) Health and safety

· You’ll follow Health & Safety policies and be aware of safety hazards in our services. 
· You’ll follow risk assessment procedures and safe systems of work.
· You’ll report all accidents and incidents promptly and make any changes needed.
· You’ll regularly assess, review and monitor safety in your service.
· You’ll make sure that equipment is always clean and safe. 
· You’ll report any issues.


7) Policies & procedures

· To be familiar with and comply with the charity’s policies and procedures. 


8) Supervision & appraisal

· To attend regular supervisions with your line manager and participate in the annual appraisal scheme.


9) Learning & development

· To undertake statutory and mandatory training to meet the requirements of current legislation and attend appropriate training courses to enhance personal and professional knowledge and skills.
· Committed to developing sector knowledge through networking forums

10)  Confidentiality

· Privacy is very important to us, so you’ll respect the confidentiality of our service users, your team and the charity, plus members of the public. You’ll make sure that all confidential documents are stored correctly and securely.


11)  Safeguarding

· Our service users are everything to us, so you’ll make sure that they’re protected from abuse and neglect. You’ll follow our Safeguarding Procedure and, if you see or suspect abuse, report it straight away.

12)  Equal opportunities statement

Friends of the Elderly strives to be a diverse and inclusive workplace, where everyone can be themselves.

Our ambition is to celebrate and promote equality and diversity, working together to create an inclusive workplace, which attracts and retains the best people. People that care and can make a difference.

We value all our staff, service users, volunteers and contractors and strive to respect everyone as individuals, understand their perspectives, and provide a supported workplace so that everyone can thrive. 

[bookmark: _Hlk106881214]We are committed to listening, learning, and improving our workplace and we ask everyone to make a personal commitment to educate themselves and engage in conversations with colleagues, so that we can all learn and share our stories and treat everyone the same.

We encourage everyone to call out any actions or behaviours not consistent  with our values, and champion the rights of everyone. 



Please note that the duties and requirements in this job description may change as the needs of our services users change. They may also change to align with future policies.
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