
 
 
 
 

JOB DESCRIPTION 

 

Job Title: Trusts and Grants Fundraiser 

Contract: Part Time  

Hours: 2 – 3 days weekly. Norfolk/Suffolk base with hybrid working 

considered 

Salary: £ 23,500 to £25,500 pro rata dependant on experience 

Responsible to: Managing Director 

Reports on a day to day basis to: Managing Director 

Purpose of job: This is a key role that will enable FSnb’s ambition to help 

diversify and grow our income. The challenge for this 

exciting position is to deliver and develop a relatively new 

income stream for FSnb is long term and sustainable. 

To work closely with the management team and 

Managing Director, will lead on writing applications, 

managing, and growing existing partnerships. Delivering 

reports and working closely with our Statutory funders. You 

will be responsible for trusts and foundations as well as 

statutory funding bids, ideally working towards multi-year 

partnerships with new funding bodies.  

 

Key duties of the post will be to: 

1. Responsible for FSnb project pipeline across trusts, foundations (including corporate) and 

statutory, throughout Suffolk & Norfolk. Developed with attention to unrestricted 

opportunities.  

 

2. Responsible for Trusts and statutory budget, reporting on monthly, quarterly, and annual 

KPI’s, and monitoring and evaluating against ROI.  

 

3. Responsible for developing monitoring systems to track restricted grants and project 

development with relevant colleagues.  

 

4. Ensure necessary procedures and templates are in place to ensure these projects are 

captured, packaged, and costed.  

 

5. Build relationships, multiyear partnerships and income from existing trusts and foundations 

and strong stewardship involving the management team. 

6.  

7. Write tailored, inspirational applications and project reports addressing grant making 

priorities or requirements as specified.  

 

8. Liaise closely with managers and team to plan and develop the strongest possible 

proposals and build relationships  

 



 
 
 
 

9. Develop and maintain reporting and application systems using the FSnb database system 

 

10. Evaluate monitor and report back to donors in a timely fashion on projects which have 

been funded 

 

11. Record details of applications made, funding pledged and forecasting income  

 

12. Work in close collaboration with the Managing Director and Team Managers to identify 

funding opportunities including corporate grants and foundations and development of 

funding proposals and creatives 

 

13. To undertake other duties as required by the Managing Director 

 

14. To work flexibly and proactively with other members of the team 

 

15. To maintain confidentiality  
 

 

These duties are a guide to the work that the post holder will initially be required to undertake. 

They may be changed from time to time to meet changing circumstances and do not form part 

of the contract of employment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

Interview and Pre-employment checks 

At the interview stage, and subsequently when making an offer of employment, we are required 

to carry out a series of employment checks. These include: 

Identification documents (this is done at the interview stage) 

You will be asked to provide proof that you have the right to work in the UK. This will mean that 

you will need to produce either a document or a combination of documents to confirm you are 

eligible. For example, a passport, a visa, or immigration documents if you are a non-national. We 

will advise you which documents you will need to show. 

Employment history and references (this is done once an offer of employment has been made) 

It is important that you have stipulated your full employment history within your application form 

and highlighted any employment gaps. References will be sought covering a minimum period of 

3 years from your current employer and previous employer/s. 

Criminal record and barring checks (this is done once an offer of employment has been made) 

We are required to check whether you have a criminal record. Your offer of employment will be 

subject to a satisfactory disclosure from the Disclosure and Barring Service (known as a DBS 

check). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

PERSON SPECIFICATION 

 

JOB TITLE: Trusts and Grants Fundraiser                                                     Date: July 2022  
 

 

Experience / Knowledge Essential Desirable 

Experience of developing and implementing a Trusts Fundraising 

strategy including income from lottery and statutory sources 

with a creative and entrepreneurial approach to income 

development. 

X  

Proven record of personally securing Statutory Trusts and Grants 

and other grant-making bodies 
X  

Strong project planning and financial management skills, 

including planning, forecasting, modelling and performance 

analysis, and ability to understand project budgets  X 

Experience of implementing a formal prospect research and 

management system using a variety of tools and techniques 
 X 

Experience of developing robust cultivation and stewardship 

plans to build positive, long- term relationships with key funders. x  

Excellent verbal and written communication skills for a wide 

range of audiences and experience of telephone pitching and 

making presentations 

X  

Experience of developing and maintaining positive relationships 

which supports and demonstrable success of working on large 

scale programmes with a variety of internal and external stake 

holders 

X  

Strong IT skills including the use of basic software, and a 

fundraising database 
X  

Experience of identifying and communication examples of a 

charities impact and /or production impact reports, statements, 

and analysis 

X  

Experience of working within the Third sector and delivering on 

charity targets. 
 X 

Effective communication on the telephone and in person with 

trusts and funders  X 

Demonstrable ability to develop relationships with grant making 

organisations  
 

X  

 

 

 



 
 
 
 

Skills / Abilities Essential Desirable 

Good interpersonal skills including team working.  X  

Strong administrative and organisational skills   
X  

Empathy with FSnb aims and comfortable working within a 

charity addressing Child Sexual Abuse X  

Excellent communication skills, particularly active listening, and 

the ability to write clearly and concisely for various audiences. X  

Ability to act with discretion and a commitment to 

confidentiality and customer focussed service. X  

 

Other Essential Desirable 

Willingness to travel for work purposes. X  

Hold a full UK driving license X  

 

 

 

 


