Halifax Foundation for Northern Ireland


Job Description
Job Title:

Grants Officer

Accountable to:
Executive Director
Job Purpose:
To assist the Executive Director with the management of the activities of the Halifax Foundation for Northern Ireland in relation to the assessment, monitoring and evaluation of grant applications.
Status of Post:  
17.5 hours per week 
Salary:

£26,580 pro rata
Main Tasks and Duties

· To assist the Executive Director in the management of grant application processes.

· To undertake assessments of applications in accordance with the Foundation’s agreed criteria and procedures.

· To contribute to the review of judgements made by the Foundation on all applications received.

· To manage and contribute to the development of the Foundation’s monitoring and evaluation systems to ensure that funds are spent effectively and to enable the Foundation to measure the impact of its’ funding.

· To develop and maintain relationships with individual grant applicants and recipients and other relevant organisations to ensure that the Foundation makes its decision on the basis of good understanding of the relevant issues and that the work of the Foundation is well understood.

· To prepare written reports as necessary for the Executive Director and/or the Board on any aspects of the grant awarding process.

· To participate in the identification of trends in social needs and priority areas for funding to inform the direction of the Foundation’s overall grant awarding policies.

· To actively contribute to the formulation and development of the Foundation’s policies, plans and strategy.

· To assist the Executive Director with the management of the Foundation’s public affairs activities including website and social media to ensure that the Foundation retains its profile as an accessible grant maker at the forefront of good practice.

· To deputise as agreed for the Executive Director.
Essential Requirements

Working with people

· As part of a team

· Providing a quality customer service

Managing Work

· Planning and Organising

· Delivering agreed objectives

Managing Information

· Seek, evaluate and organise information for action

· Analyse information to problem solve, make decisions, influence and gain commitment of others

Personal Effectiveness

· A self-starter with hands on approach

· Not less than three years recent experience in a role that demands excellent                                                                                                                                            organisational, analytical and interpersonal skills

· Excellent communication skills both orally and in writing

· Effective interviewing techniques to extract pertinent information

· Adept at a range of presentation skills

· Flexibility and adaptability

Job Expertise

· Understanding the context for the work of the Foundation

· Excellent IT skills including use of Microsoft Windows ME and Office tools e.g. Word, Excel

The above is given as a broad range of duties and responsibilities and is not intended as a complete description of all tasks









