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Job Description
Job Title: Grants Administrator
Reports to:  Head of Grants 
Salary: £25,000 pro rata per annum 
Annual leave:  25 days & 3 fixed days between Christmas & New Year pro rata 
Pension: Defined contribution pension scheme with employer contribution 5% 
Hours of Work: 28 hours per week
Location: Two Ridings office in York, with attendance at meetings and events across North and East Yorkshire as required.
Job Purpose
The Grants Administrator plays a vital role within the Grants Team, ensuring the smooth and efficient administration of the Foundation's grant-making programmes. The postholder will be responsible for supporting applicants throughout the grant journey, maintaining accurate grant records, undertaking due diligence checks, supporting the monitoring and evaluation of funded projects, and assisting with grant assessment and panel processes. The role requires excellent organisational skills, attention to detail and a commitment to delivering a positive, responsive and inclusive experience for applicants, volunteers and community organisations.

About Two Ridings Community Foundation
Two Ridings Community Foundation inspires giving that brings people together, strengthens communities and makes life better for everyone across North and East Yorkshire. We support grassroots organisations tackling poverty, improving health and wellbeing, strengthening communities, championing equity and belonging, and supporting climate action. We are committed to being Rooted, Inclusive and Accountable in everything we do. 
Key Responsibilities
Grant Applicant and Enquiry Support
· Act as the first point of contact for telephone and email enquiries, including managing and monitoring the grants inbox, responding promptly and professionally to enquiries from grant applicants, funded community organisations and partners.
· Provide information and guidance on funding opportunities, eligibility criteria and application processes.
· Support applicants to access funding opportunities and signpost organisations to other sources of support where appropriate.
· Assist with updating grant programme information and application links on the Foundation website and Salesforce.
· Maintain a friendly, helpful and inclusive approach in all communications.

Application Processing and Due Diligence
· Process grant applications in accordance with Foundation procedures and fund criteria.
· Undertake due diligence checks on grant applicants, including governance, safeguarding, finance, policies and eligibility requirements.
· Follow up with people where additional information is required.
· Ensure all application records and supporting documentation are accurate and complete.

Grant Assessment and Panel Administration
· Support pre-panel administration including preparing assessment packs, reports and meeting papers.
· Liaise with volunteer assessors and panel members, ensuring they have the information required to undertake assessments, coordinate assessment deadlines and monitor progress.
· Support post-panel administration including communicating decisions, preparing offer letters, recording outcomes and collating conditional offer documents.
· Arrange internal and external venues and facilities for grant team and panel meetings.
· Take notes and provide administrative support at meetings as required.

Grant Reporting
· Monitor reporting deadlines and issue reporting requests to funded organisations.
· Review submitted reports for completeness and follow up outstanding information.
· Maintain accurate records of grant outcomes and impact data.
· Collate reporting information for donors, the Senior Leadership Team and Grants Committee as required. 

Database and Records Management
· Maintain accurate grant records on Salesforce and other grant management systems.
· Undertake routine data cleansing and record maintenance activities.
· Ensure data is entered consistently and complies with organisational procedures and GDPR requirements.
· Support the Head of Grants to produce reports and information to support grant-making activities.

Community Engagement
· Support delivery of online funding drop-in sessions and workshops.
· Represent the Foundation at funding fairs, community events and stakeholder meetings as required.
· Build positive relationships with community groups, partners, volunteers and other stakeholders.

Organisational administration
· Provide periodic administrative support (a maximum of three hours per week) to other members of the Senior Leadership Team, to support the smooth running of the organisation.

General Responsibilities
· Contribute positively to team meetings, organisational learning and continuous improvement.
· Work collaboratively across the Foundation to support organisational priorities.
· Uphold Two Ridings Community Foundation's values of being Rooted, Inclusive and Accountable.
· Adhere to Two Ridings Community Foundation policies and procedures, including Health & Safety, GDPR
· Undertake ongoing learning and development regarding our commitment to improving equity, diversity and inclusion, and work in a fair and reasonable manner towards all people, ensuring service standards are maintained for all.
· Undertake continuing professional development.
· Carry out other duties appropriate to the role and organisation.


Person Specification
We are keen to have diverse team.  We recognise that skills can be developed and value an individual's approach, potential and commitment, alongside their experience.

Experience
	Criteria
	Essential
	Desirable

	Providing administrative support in a busy office or customer-facing environment
	✓
	

	Managing enquiries and responding professionally to  grant applicants, funded community organisations, donors and partners
	✓
	

	Maintaining accurate records and databases
	✓
	

	Working with community, voluntary or charitable organisations
	
	✓

	Supporting meetings, panels, committees or decision-making processes
	✓
	

	Experience of grant-making, grant administration or funding programmes
	
	✓

	Using CRM systems such as Salesforce
	✓
	

	Monitoring, reporting or compliance-related administration
	
	✓



Skills and Knowledge

	Criteria
	Essential
	Desirable

	Excellent organisational skills and attention to detail
	✓
	

	Ability to manage multiple tasks and competing priorities
	✓
	

	Strong written and verbal communication skills
	✓
	

	Ability to interpret guidelines and apply procedures consistently
	✓
	

	Good IT skills including Microsoft Office applications
	✓
	

	Interest in emerging technologies, including AI, and how they can enhance communication, engagement, programme delivery and organisational effectiveness
	
	✓

	Ability to work accurately with data and documentation
	✓
	

	Understanding of confidentiality, GDPR and data management principles
	✓
	

	Knowledge of the voluntary, community and social enterprise sector
	
	✓

	Understanding of due diligence and risk assessment processes
	
	✓



Personal Qualities
The successful candidate will demonstrate:
	Criteria
	Essential
	Desirable

	Commitment to the values and purpose of Two Ridings Community Foundation
	✓
	

	A friendly, approachable and supportive manner
	✓
	

	Ability to build positive relationships with a wide range of people
	✓
	

	Commitment to equity, diversity, inclusion and belonging
	✓
	

	A collaborative approach and willingness to support colleagues
	✓
	

	Adaptable and willing to work flexibly within a small team environment 
	✓
	

	Openness to learning, improvement and new ways of working
	✓
	

	Flexible and willing to work occasionally outside normal office hours
	
	✓

	Good judgement, discretion and professionalism
	✓
	

	Passion for strengthening communities and creating positive social impact
	✓
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