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Personal Specification – Grants Officer (Maternity Cover)
The personnel specification show essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post.  Please therefore address, in completing the application form, each criterion listed in the specification, drawing upon all of your experience, whether at work or on a voluntary basis.

Essential Criteria
· Hold a third level qualification

· A minimum of 18 months’ experience of EITHER grant assessment OR grant evaluation in the community and voluntary sector.
· Knowledge of the grants awarding sector and understanding of the processes therein.
· Experience of planning and managing work to deliver to agreed objectives.

· Experience of managing information to problem solve, make decisions, influence and gain the commitment of others.

· Excellent communication skills both orally and in writing.

· Excellent IT skills including use of Microsoft Office tools 
Desirable Criteria
· Experience of grant assessment within the voluntary and community sector.

· Experience of grant evaluation within the voluntary and community sector.

· Experience of grant monitoring and financial verification within the voluntary and community sector.
· 3 years’ experience working in the voluntary and community sector.
Work Related Circumstances
· Full driving licence and/or access to a form of transport which will enable the post holder to carry out the duties of the post.

· Ability to work evenings and weekends or hours outside the normal contracted job share hours, on occasions, as required.

Main Terms of Post
Hours of work

· 17.5 hours per week, Monday, Tuesday and half day Wednesday
· Time off in lieu will be given for all necessary out of hours work.

Annual Leave

· 25 days per annum plus 11 statutory holidays (pro rata)
