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Grants Support Volunteer
ROLE DESCRIPTION

&

PERSON SPECIFICATION

August 2018
	ROLE TITLE:
	Grants Support Volunteer 


	HOURS:
	4-8 hours per week flexible working 


	LOCATION:
	Based at the Foundation’s offices in Guildford


	ACCOUNTABILITY:
	Reports to the Director of Grants and Impact 



ROLE PURPOSE

The Grants Support Volunteer will play a key role in achieving the Community Foundation’s objectives by providing support to grant applicants and admin support to the Grants team
ROLE OVERVIEW

The key areas of responsibility include:

· Applicant Support – provide help and support to potential grant applicants

· Database – data entry and keeping records up-to-date
  
· Administrative Support - provide administrative support and assistance to the grants staff

· Ambassador – build excellent working relationships with grantees, voluntary and community groups, and other external contacts

The role description and priorities will be reviewed at least annually

KEY RESPONSIBILITIES

The specific responsibilities of the Grants Support Volunteer include:

Support to grant applicants 

· Phoning groups to encourage applications - deadline reminders
· Contacting applicants for missing documents and information
· Taking enquiries over the phone
· Reviewing applicants against grant criteria
Data management

· Importing applications to the database and setting up paper files 

· Maintenance of the electronic database, with the aim of ensuring all grant records and contacts are up to date and accurate at all time 
Administrative support 

· Proof Reading 

· Assisting with End of Grant reporting/monitoring
· Filing completed paper grant files 

Ambassador
· Acting as an effective Ambassador for the Community Foundation
 
PERSON SPECIFICATION – Grants Support Volunteer
Skills

· Excellent verbal communication skills 

· Confident working with computers including databases 
· Able to establish good rapport with a wide range of people

· Meticulous attention to detail
Personal Characteristics

· Committed to customer care and the provision of high quality services
· Able to maintain confidential and sensitive information 
· Energetic and enthusiastic

· Creative and flexible in outlook
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