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JOB DESCRIPTION

JOB TITLE:


Grants and Trusts Fundraiser  
RESPONSIBLE TO:
Director 
SALARY:                     £27,000 – pro-rata, 1-year fixed term contract (with possibility for extension subject to funding)
HOURS OF WORK:
10 hours per week worked flexibly from home and with some office-based hours  
LOCATION:
Brighton and Hove (home and office based)
JOB ROLE:
Our Grants and Trusts Fundraiser will support the income generating activity of Sussex Nightstop by taking a lead on our smaller grants and trusts application activity. This post-holder will hold start-finish responsibility for the sourcing, content development, and application to smaller grants and trusts and ensure that positive funder relationships are built and maintained. Working alongside the Director, this role will help us sustain and build this important area of our income mix as well as providing support where needed to our other income-generating activities including business and community fundraising. 

MAIN RESPONSIBILITIES 
Fund Pipeline Management:
· Research and source potential grants and trusts funders (formalised grant programmes and speculative) aligned to Sussex Nightstop aims and objectives; attending funder briefings and other networking sessions to support this as necessary
· Take lead administrative responsibility for maintaining up-to-date funder pipeline, application and contact information utilising existing systems and creating new as required 
Content Development and Application:
· Participate in and contribute towards strategic and operational discussions and embed emerging actions and objectives into small grants and trusts fundraising programme both through appropriately targeted funders and content
· Lead on the development, writing, maintenance and coordination of an up-to-date bank of application content materials that is aligned to Sussex Nightstops values and brand working in collaboration with the Director and Communications and Engagement Lead to do so

· Complete start-finish writing and submission of high-quality grant and trust applications (both narrative and financial budgets), stewarding the bid process through to completion and deadline and working in liaison with Director, Finance and other Sussex Nightstop colleagues as required

· Coordinate and work with our Volunteer Fundraiser to deliver a speculative and ongoing letter-writing campaign targeting smaller funders

Building positive relationships:
· Develop and steward positive funder relationships through positive, friendly and professional funder engagement
· Seek opportunities for and utilise Sussex Nightstop resources e.g. annual report, that improve funder understanding of the impact of Sussex Nightstop activities and their contribution towards it working with Director to do so  

Reporting:
· Maintain up-to-date information on fund-related financials including sums applied for and sums secured using organisational spreadsheets and other systems as appropriate
· Provide narrative and financial updates relating to small grants and trusts fundraising to Trustees as required

· Ensure that any reports and related monitoring requirements for funders are diarised and delivered on time, in conjunction with other members of the Sussex Nightstop team.
Fundraising:
· Work with Director and Communications and Engagement lead to provide time-to-time support to wider organisational income-generating activities including larger grant applications, community and business fundraising  
General Responsibilities:
This job description is not inflexible but is an outline and account of the main duties and there is a responsibility therefore to carry out from time to time any other appropriate duties as directed by the line manager to support and promote the work of Sussex Nightstop, in accordance with the post holder’s experience and job role. The job description will be reviewed periodically and at the time of the employee’s appraisal, to take into account changes and developments in service requirements.  Any significant changes that are proposed will be discussed fully with the post holder in advance of implementation

General responsibilities otherwise then include:

· To participate in Equalities training on a 2-yearly basis and work within and actively promote equalities in accordance with Sussex Nightstop policies and procedures

· To participate in Safeguarding training as part of the role induction and every 2 years thereafter 

· To attend team meetings, staff training and supervision (including reflective practice where required by the role)
· To self-manage and work as part of a team
Person Specification – Grants and Trusts Fundraiser  

	Role experience:
	Essential

	Demonstrable (3+ years) ability to raise funds through grant/trust fundraising;  carrying out start-finish charitable grants and trust application activities to deadline including the development, maintenance and coordination of a funder pipeline
	*

	Proven experience in the writing of engaging, compelling and impactful funding application content utilising a range of source materials 
	*

	Development and maintenance of positive and productive and funder relationships
	*

	Development and maintenance of funding management systems (e.g. utilising Excel) for the purposes of application schedules, funder reporting, income data and funder contacts 
	*

	Skills & Abilities
	

	Ability to understand and reflect organisational objectives and brand tone of voice in funding communications
	*

	Strong ICT and software competency specifically in Excel, Word and Outlook with knowledge of design tools such as Canva and reporting tool Alchemer an advantage 
	*

	Confident and friendly communicator with ability to relate to a wide range of people including volunteers, funders, trustees and business associates
	*

	Knowledge
	

	Good knowledge of grant and trust fundraising processes from desk-based research through to application through to reporting 
	*

	Knowledge of Codes of Conduct and legislation relevant to fundraising, including GDPR
	*

	General
	

	A commitment to the Aims and Purposes of Sussex Nightstop
	*
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