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  Job Description – Trusts & Foundations Fundraiser

Job Description		Trusts & Foundations Fundraiser

Responsible to:		Grants Manager

Salary Scale:	Points 20 to 23 (£27,756 to £30,075 pro rata for part-time)

Working Hours:	18.75 hours per week 
  
Job purpose
To support the Grants Manager in securing sustainable income from UK charitable trusts and foundations by researching opportunities, preparing high-quality funding applications, stewarding funder relationships and delivering accurate reporting.  The role ensures strong relationships with funders and delivers accurate reporting to maintain long‑term support.
The post holder is responsible to the Grants Manager and will carry out all aspects of the role in collaboration with the Grants Manager.
Key responsibilities
1. Research and Prospecting
· Identify suitable charitable trusts and foundations whose mission aligns with the charity’s work.  Assess eligibility criteria, funding priorities, and application procedures, which vary widely across funders.
· Maintain a prospect pipeline and calendar of deadlines.
2. Application Writing
· Draft high-quality, tailored funding applications and supporting documents, ensuring accuracy, clarity and alignment with funder priorities and processes.
· Gather project information, budgets, and impact data from internal teams.
3. Relationship Management
· Support the development of positive, professional relationships with funders, respecting their governance and decision-making processes.
· Act as a point of contact for funder communications, responding to enquiries and providing updates as required.
4. Reporting and Compliance
· Produce high‑quality monitoring and evaluation reports in line with funder requirements.
· Ensure accurate accounting, record‑keeping, and compliance with legal and reporting obligations associated with grants.
· Maintain accurate, detailed records on the CRM system
· Contribute to learning from funder feedback and reporting to improve future applications.
5. Income Development
· Contribute to income forecasting fundraising planning by identifying emerging funding opportunities and trends.
6. Typical Outputs
· A well-maintained prospect pipeline with appropriate volume at each stage with clear deadlines.
· A portfolio of successful grant applications.
· Regular funder reports and stewardship communications.
· Income forecasts and performance reports.

To undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities of the post as defined.





Person Specification — Trusts & Foundations Fundraiser
	
	Essential
	Desirable

	Knowledge & Understanding
	Understanding of the UK charitable sector and how trusts and foundations operate.
Awareness of fundraising principles, including donor stewardship and ethical fundraising.
Understanding of safeguarding principles.
	
Experience in Trusts and Foundations fundraising 
Knowledge of impact measurement.
Understanding of charity finance, restricted/unrestricted income, and project budgeting.


	Skills & Abilities

	Exceptional written communication skills, with the ability to craft persuasive, concise, and tailored proposals.
Strong research skills to identify suitable funders and assess alignment.
Ability to manage multiple deadlines and prioritise effectively.
High attention to detail, especially in budgets, data, and compliance.
Ability to build positive, professional relationships with funders and colleagues.
	Ability to analyse data to improve fundraising performance.
Confident in presenting information to internal and external stakeholders.



	Experience
	Experience writing funding applications, bids, or similar persuasive documents.
Experience working in a target‑driven or deadline‑driven environment.
Experience collaborating with colleagues to gather information for proposals.
Digital competence and confidence using Microsoft Office and fundraising databases or CRMs etc.
	Direct experience in trust fundraising within a UK charity
Experience producing monitoring and evaluation reports for funders.
Experience managing a portfolio of funders or donors.
Be able to demonstrate experience in other areas of fundraising such as community or philanthropy.


	Personal Qualities
	Proactive, self‑motivated, and able to work independently.
Curious and analytical, with a willingness to learn about funders and funding trends.
Collaborative team player who communicates clearly and respectfully.
Resilient and adaptable, with the ability to handle rejection and maintain momentum.
Commitment to the vision, mission and values of the organisation.
High levels of integrity and respect for confidentiality.
	

	Qualifications
	
	Relevant fundraising background.
Professional fundraising qualification (e.g., Institute of Fundraising Certificate) — not essential but work towards accreditation





Safer Recruitment Checks
2 recent employment references, one of which must be from most recent employer verifying personal and professional competencies.
Must be a member of Protection of Vulnerable Groups scheme for working with children.
Full Driving Licence and must have access to a car given our rural location.
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