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Job Title:

Fundraising Grants Coordinator
Reports to:

Fundraising Manager

Terms:


Permanent, 18 hours per week
Salary:


£25,000pa, pro-rated for part time hours + pension 

Location:

Birchwood, Warrington
ABOUT THE LAND TRUST

The Land Trust is a Registered Charity based in Warrington and operating nationally.  We are leading the way in establishing new, sustainable solutions for the management of open space, on behalf of, and in partnership with, local communities.  We are responsible for the management of around 60 sites (2200 hectares of land) across the UK, including urban parks, designated nature reserves and listed buildings.  We work with local partners, such as Groundwork, Wildlife Trusts and The Conservation Volunteers, to manage sites on the ground and engage communities.  

We help a wide range of public and private landowners: including large sale landowners, housing developers, landfill operators, local authorities and mining companies, who, for a variety of reasons, want to pass on responsibility (or liability) for the management of sites, public open space or new green infrastructure to find bespoke long-term funding and, management solutions for land.  These can include service charges, section 106 or endowment, or a hybrid of funding sources.  Our current endowment portfolio of over £100m provides the financial resources to ensure that our endowed sites are managed to a good standard and contribute to the wellbeing of the communities by which they are surrounded.

Our primary aim is the delivery of our five charitable objectives : environment and biodiversity; community cohesion and volunteering; health and wellbeing; education and training; and economic benefits.

SUMMARY:

The Fundraising Grants Coordinator will provide grant project management and administrative support to the Land Trust’s Fundraising Team. The role plays a vital part in the preparation, monitoring and reporting of grant-funded projects across the Land Trust’s portfolio of sites. 
ROLES & RESPONSIBILITIES

· Support the Fundraising team in gathering and collating information for the development, delivery, monitoring and reporting of grant-funded projects
· Obtain and coordinate work schedules, quotes and prices for identified projects
· Work closely with the Finance Team, Estates Team, Managing Partners and external organisations to help coordinate, manage, process, monitor and report on project budgets, invoices and purchase orders
· Assist with compiling supporting materials for grant applications
· Work with the Communications Team to oversee the delivery of PR requirements
· Devise and operate efficient file retrieval systems relating to Fundraising projects, ensuring compliance with The Trust’s Document Retention Policy
· Oversee and update the Fundraising Database and Contact Management systems

· Carry out research relating to potential new funding opportunities using on-line sources

· Provide general administrative support to the Fundraising Team
PERSON SPECIFICATION

The jobholder should possess excellent organisational skills, project management and budget management experience.  Good interpersonal skills and the ability to use initiative and work independently are essential.  There will also be a need to manage competing demands whilst maintaining a calm demeanour and producing work of a consistently high standard.  The jobholder is required to have previous experience in a similar position for at least three years. 
BEHAVIOURAL COMPETENCIES

· Well organised and detail-oriented 
· Good numeracy skills
· Thorough

· Self starting
· Confidence in dealing with external organisations  

· Confident and proactive approach to problem-solving
· Good interpersonal skills and team-working
· Pleasant and professional manner

· Flexible

· Ability to work on own initiative to manage competing priorities

· IT literate in using MS Office packages, particularly Word and Excel
APPLICATIONS

Please email a CV and covering letter to recruitment@thelandtrust.org.uk.
Closing date for applications is Sunday 26th March.
Interviews will be in Warrington on Wednesday 5th April.
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