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Job Description

Title:			Grants and Trusts Fundraising Officer		 
Location: 	Remote 
Reporting to: 	Philanthropy and Partnerships Manager
Responsible for: 	N/A
Grade: 	


Our Vision
Our vision is a world where dying with dignity, compassion and having choices is a fundamental part of a life
Our Mission
Our mission is to ensure all individuals facing the end of their life in Lincolnshire receive dignified, compassionate care when they require it and where they ask for it. 

Our Values
Aiming High
We reach for excellence and set the standard for others to follow. Celebrating individual and collective success and actively looking for ways to be even better.
Being Courageous
We push boundaries and provide challenge - standing up for what is right and supporting others to make a difference across all aspects of our work. 
Working Better Together
We recognise the power of community; building connections and relationships which help us make a positive contribution. Respecting and valuing all contributions - we are ONE team, united and inspired by our common purpose.
Having Heart
People are at the centre of all we do. We’re proud of our ability to work in tough situations with resilience, empathy and kindness.
Doing It Right
We are ethical, honest and use resources respectfully. Taking responsibility for our actions and doing what we say we’ll do - we challenge others to do the same.  


Job Purpose
This 0.8 FTE (30 hours per week) role sits within the High Value Fundraising function and reports to the Philanthropy & Partnerships Manager. The postholder will be responsible for driving income from Trusts, Foundations and statutory sources, ensuring strong stewardship, compelling applications, and meaningful impact reporting.
Working closely with the Philanthropy & Partnerships Manager, the postholder will help shape and deliver a sustainable grant and trusts programme - with a strong focus on local and regional funders, multi-year funding opportunities, and laying solid foundations for future organisational priorities, including the Hospice’s longer-term capital development plans.
The role plays a critical part in developing high-quality cases for support, coordinating organisational information for bids, and ensuring funders receive exceptional stewardship and reporting.

Collaboration With the Philanthropy & Partnerships Manager

The postholder will:
· Work under the direction and leadership of the Philanthropy & Partnerships Manager (P&P Manger) to deliver a cohesive High Value fundraising programme.
· Support and contribute to thanking events, cultivation events, impact showcases, supporter visits, and stewardship activity.
· Collaborate to build and maintain a funding pipeline aligned with immediate organisational need and future strategic ambitions (including potential capital projects).
· Work together on developing compelling cases for support, evidence frameworks, project budgets, outcomes, impact materials, and donor reports.
· Align trust fundraising with wider high-value strategies, ensuring that Trusts, Corporates, Major Donors and other partners receive a consistent, joined-up supporter experience.

Main Duties
· Manage a portfolio of Trusts and Foundations to develop a sustainable income base for the charity, contributing to the income target for the Income Generation Team and achieving agreed personal income targets and KPIs.
· Work proactively, both independently and with colleagues, to ensure that strategic and operational delivery reflects a coordinated and collaborative approach to Trusts and other high value fundraising across the charity.
· Support the fundraising team through creative thinking, problem-solving, and the maintenance and use of CRM databases. 
· Use networks, relationships and knowledge to generate income from Trusts and high value sources.
· Support the identification of connections and new funding opportunities within the Trust which could be supported with applications to Trusts and Foundations.
· Deliver the annual income targets and KPIs by researching and qualifying information to create a viable pipeline of Trust and other high value prospects, matching these against funding opportunities.
· Have an active oversight of the Trusts & Statutory landscape, working to scan the environment and build ongoing relationships with Trusts, Foundations and government sources.
· Provide accurate reports and business information to tight deadlines, working effectively with relevant colleagues as needed. This may include organising, attending, and occasionally presenting at events/ meetings; ensuring attendees are fully briefed and prepared, and any actions are followed through.
· Liaise with programme delivery staff to track restricted income and expenditure linked to current projects to ensure that activities have been carried out within the grant makers’ criteria, and that funders promptly receive all agreed reports and updates.
· Work with programme delivery staff to support the development of new and innovative project plans for funders that include outcome and impact measurements, to help secure funding and enable robust reporting back.
· Develop own Trust fundraising work plan, ensuring it dovetails and supports the wider fundraising team. 
· Support the development of stewardship/ donor journey plans and systems for the team, particularly as they relate to the CRM database 
· Ensure accurate records of all funding approaches are maintained on the CRM database.
· Support the preparation of quarterly forecasts, monthly reports and provide accurate, timely information as required to support the preparation of income and expenditure and return on investment reports
· Ensure the most effective processes and procedures are in place to support the operational activity of the team and identify/ propose changes to improve performance as necessary.

Pipeline Development 
· Work proactively to research, qualify and prioritise Trust and Foundation prospects, with particular emphasis on building strong, repeatable relationships within local and regional Trusts. Support the P&P Manager in developing a multi-year income pipeline.
Stewardship, Events & Donor Experience 
· Under the guidance of the P&P Manager, support delivery of stewardship plans including donor events, visits, thank-you communications, presentations, and personalised impact reporting. Ensure Trusts and Foundations experience a high-quality, values-driven supporter journey.
Case for Support & Impact 
· Work collaboratively with the P&P Manager, Clinical teams, Marketing and Finance to produce well-crafted cases for support, impact narratives, funding proposals, and annual/quarterly reporting.
Cross-Organisational Collaboration 
· Work alongside internal teams to gather information, build fundable projects, establish credible outcomes frameworks, and ensure grant deliverables are met.
Capital Project Foundations
· Support the P&P Manager in building early-stage relationships with Trusts and Foundations who may contribute to long-term capital investment. Assist with crafting capital-aligned messaging and gathering organisational insight required for future bids.
Strategy Implementation and Planning
· Develop and implement a refreshed Trusts and Foundations strategy for St Barnabas. This will include - prospect cultivation and management, developing solicitation plans, building funding proposals, planning and managing appropriate meetings and events and supporting the Philanthropy and Partnerships Manager and assisting with or as appropriate leading high-level new ‘asks’.
· Create tailored presentation materials to evidence the need and personal, timely reports to evidence the impact. Liaise with the Marketing Manager in the production of appropriate literature, case for support, case studies and internal communications.
· Initiate and manage a programme of meetings/events as required including developing strategies to cultivate Trusts and Foundations and as appropriate HNWIs, Corporates and other giving prospects.
· Identify and develop necessary systems and processes to support the growth of Trusts & Foundations income.

Reporting & Budgets
· Work with the Philanthropy and Partnerships Manager to agree annual Trust & Foundation income and expenditure targets and set out appropriate activity plans to ensure these targets are met or exceeded.
· Prepare phased budgets and reforecasts in line with activity plans and progress to ensure the value and timing of planned restricted and unrestricted income to St Barnabas is accurate.
· Prepare fundraising reports for the Head of Fundraising & Marketing & Trustees as required.
· Review deferred income on a regular basis.


Additional Duties
All employees of the St Barnabas Hospice Trust (Lincolnshire), St Barnabas Promotions Ltd. and St Barnabas Shops Ltd., all hereafter referred to as employees of “the Trust”, are expected to comply with the general duties detailed below:
Infection Control and Prevention
All employees of the Trust are required to:
· Maintain a clean and safe environment, minimise risks of infection, report infection control issues of concern to their line manager and attend mandatory infection prevention training.
· Work in accordance with their local infection control procedures and in adherence to the Code of Practice for the Prevention and Control of Healthcare Associated Infection as outlined in the ‘Health and Social Care Act 2008’.
Safeguarding Children, Young People and Vulnerable Adults
The Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  All staff and volunteers are therefore expected to behave in such a way that supports this commitment.  For further details please refer to the 'Safeguarding Vulnerable Adults Policy and Procedure' and to the 'Safeguarding Children Procedure'.  Should you have any concerns about any child or vulnerable adult that you encounter in the course of your St Barnabas duties, please report these to your line manager and / or to the Family and Carers Support Services team.  
Health & Safety
All employees responsible and accountable for ensuring that: -
· They work safely in accordance with any relevant and appropriate training, safe systems of work, procedures and/ or rules in force in their workplace.
· They co-operate with the Trust in matters of health and safety and take care of their own health and safety and do not endanger other by their acts or omissions
· They wear and use, at all times, the appropriate personal protective equipment provided and use all safety devices, guards etc. provided to make safe any plant and equipment.
· They immediately report defective equipment /machinery onto the Trusts maintenance helpdesk system and isolate the equipment so that it cannot be used. Once the situation is safe then the line manager must be informed.
· They immediately report any unsafe acts or conditions using the Trusts dedicated reporting system and bring it to the attention of their line manager.  
· Report any ongoing unsatisfactory responses of maintenance or safety issues to the Health and Safety Manager.
· Maintain their working and welfare environment in a clean and tidy condition.
Whilst the aim of the Trust is to promote a co-operative and constructive view of Health and Safety, all staff must be aware that a wilful or irresponsible disregard for safety matters may give rise to disciplinary proceedings.
General Policies, Procedures and Practices
All employees of the Trust are expected to comply with all Trust policies, procedures and practises and are responsible for keeping up-to-date with any changes to these.
Duty of Candour
All employees of the Trust are required to:
· Be honest, open and truthful in all their dealings with patients and the public and ensure that organisational and personal interests are never allowed to outweigh the duty to be open, honest and truthful.  
· This supplement to your job description should be regarded as an additional guide to the duties you are required to perform and is not intended to be definitive or restrictive in any way and does not form part of the contract of employment.



















Person Specification

Role:	Trust & Grants Fundraising Manager	
Accountable to:	 Head of Fundraising and Lottery

E - Essential	D – Desirable

Education and Qualifications

	· Educated to degree level or equivalent qualification or experience - E
· Willingness to undertake training and personal development - D  
	



Knowledge and Experience
	
	

	· Minimum of 2 years’ experience of working in a fundraising environment preparing and submitting applications to grant making Trusts - E
· Proven track record of successful applications to Trusts at national, regional or local level and achievement of income target – E
· Sound knowledge of management accounts and profit and loss - E
· Must be experienced in the use of Microsoft Outlook, Word, Excel and CRM databases. - E
· Experience of managing budgets and proven record of achieving/exceeding income targets - E
	

	· Sound knowledge of local and national grant funding bodies - E
· Knowledge of fundraising regulations and GDPR – E
· Ability to use grants and trusts software to identify opportunities – E
· Sound knowledge of monitoring and evaluating and reporting requirements - E
· Understanding of the role of the database supporting activity and priorities with experience of Donor-flex, Raisers Edge, Digits or similar industry standard - E

	



Personal Skills and Experience

	· Excellent interpersonal skills – strong influencing, relationship building and networking skills to develop and nurture donor relationships. Ability to quickly establish rapport with a diverse range of people. - E
· Exceptional communication communication skills with the ability to write high-calibre, persuasive and compelling applications. - E
· Good knowledge of trusts funding, timescales and reporting requirements. - E
· Exceptional attention to detail. - E
· Strong administration and organisational skills with the ability to manage your time effectively and be administratively self-sufficient. - E
· Ability to write about the impact of our services on the people we support including case studies. - E
· Numerically astute to manage project budgets. - E
· Ability to meet deadlines under pressure and work well within a team whilst maintaining a positive, friendly, calm, professional and helpful disposition. - E
· Ability to demonstrate a collaborative approach and promote partnership working across different departments within the Hospice - E
· Ability to prioritise demanding workloads and work under pressure to meet strict deadlines - E
· Excellent time management and organisational skills as will often have to be working on more than one project at a time and must be able to prioritise their workload. - E
· Ability to develop and motivate individuals and groups of volunteers. - E
· Team working skills able to recognise and support colleagues at peak activity points and be accepting of  a reciprocal response - E
· Excellent negotiating and influencing skills.- E
· Must be flexible and be prepared to work outside normal office hours.- E
· Willingness to support the work of other income streams such as attendance at events, if required.- E
	

	
	




Job Description Agreement
I declare that I have read the Job Description and Person Specification and confirm that this is an accurate and fair description of the role.

Employee Name:		OFF_CANDIDATE_FIRST_ OFF_CANDIDATE_SURNAM
			
Employee Signature:           SignedByEmployee

Date:                             	DateStamp
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