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JOB DESCRIPTION 

POST: Grants Administrator
RESPONSIBLE TO: AGS (Advice, Guidance & Support) Service Manager
HOURS: 22.5 per week - 6 month fixed term contract (may be extended subject to funding)
SALARY: £22,627 - £24,491pa pro rata 

JOB SUMMARY: 	
· To identify and maintain internal and external grant applications, including processing and monitoring
· To maintain operational partnerships with other agencies for the benefit of our clients
· To develop and maintain resources and communications for our clients and referring agencies

MAIN DUTIES AND TASKS:
Identify, access and monitor grant applications on behalf of our clients 
· Identify sources of financial grants and provision of goods for our clients; administering and monitoring application and delivery as required.
· Liaise with other support agencies (including referral agencies) on behalf of clients.
· Maintain accurate and GDPR compliant records of grant applications, assessments, client feedback and outcome monitoring
· Responsible for maintaining safeguarding practices and up to date, local safeguarding policy knowledge, escalating where necessary to AGS Manager.

Maintain operational partnerships:
· Maintain up to date knowledge of local and national grants and sources of funding
· Identify agencies with whom The Welcome Centre can develop partnerships, for the mutual benefits of client groups, and feedback this information to AGS manager.
· Keep up to date records of partnership developments, providing regular updates to AGS Manager.
· Act as a point of liaison with external support agencies and stakeholders, contributing to external meetings as required.

Develop & maintain resources and communications for our clients and referring agencies:
· Research ways of helping clients by identifying their needs and working with specialists (where appropriate) to develop clear client resources. 
· Promote client resources wherever possible to both clients and external agencies, encouraging clients at all times to engage with our service and external provision.
· Identify opportunities to work with external agencies to share client resources, with reciprocal attendance at external agency locations to share resources as necessary.


General duties:
· Liaise closely with AGS Manager, providing regular updates on your work, to enable reports to be made to the Board and sub-groups.
· [bookmark: _GoBack]Undertake all administrative tasks with a high level of skill and accuracy, using Excel and word processing and maintaining data records and outcomes monitoring.
· Support AGS volunteers in their work by sharing knowledge, offering advice and acting as a role model of best practice in the service and providing training to enable AGS volunteers to process smaller grants


Other duties:
· Perform other such duties as may reasonably be required from time to time.
· Support the day to day running of the service by helping to cover for holidays and absences, if required.
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