Job Description – Community Grants Support Officer
Full Time – 37 hours
12‑month fixed term initially
Salary – £30,257 per annum
Responsible to – Community Grants Project Manager
MAIN PURPOSE
To support community groups, residents and emerging grassroots organisations to apply for, manage and successfully deliver small community grants. This includes providing 1:1 guidance, running information sessions, supporting grant monitoring, and strengthening the capacity of community groups to deliver high‑quality, impactful projects. The role also includes helping groups navigate governance requirements, budgets, reporting and evaluation.
ROLE FUNCTIONS
This position requires strong organisational skills, the ability to communicate complex grant information clearly, and the capacity to build excellent relationships with community groups, partners, colleagues and the public.
Duties and Responsibilities
· Promote grant opportunities through all avenues including local networks, events, and online channels.
· Recruit, train and develop a grants panel of residents, to assess applications and make decisions.
· Provide direct support to community groups applying for small grants, including explaining eligibility, supporting idea development, and helping groups complete applications.
· Offer 1:1 guidance on budgeting, risk management and project planning.
· Deliver workshops, drop‑ins and outreach sessions to raise awareness of available funding opportunities.
· Support funded groups to manage grant delivery, ensuring projects stay on track and within budget.
· Monitor and evaluate grant‑funded activity, collecting evidence, case studies and outcomes.
· Maintain accurate records of applications, funded projects, monitoring returns and outcomes.
· Build strong relationships with partner organisations to coordinate community support.
· To respect peoples’ differences, and to actively encourage equality of opportunity in all areas of one’s work.
· To work within agreed professional boundaries at all times.
· To maintain quality standards in every area of one’s work.
· To make use of regular supervision and support.
· To take responsibility for updating personal knowledge and skills to meet the demands of the post.
· Due to the nature of our work and in order to properly fulfil our obligations to our customers/tenants and residents, there will be occasions where work outside of normal working hours will be required.
· To be able to work in all areas of the Borough and surrounding areas.
· Undertake training and development activities and attend relevant meetings and courses.
· To be aware of and comply with relevant health and safety, safeguarding, child protection, operational, personnel, data protection and financial regulations, policies and procedures
· To ensure equality of opportunity and delivery of a quality service are key principles in pursuing all the above
· Undertake other duties as determined by the line manager
Person Specification – Community Grants Support Officer
Personal Skills / Characteristics
	
	Essential
	Desirable
	Shortlisting Criteria

	Experience
	
	
	

	1 years’ experience supporting community groups or delivering community‑based projects.
	X
	
	X

	Experience of advising residents/groups on funding, grants, or project development.
	X
	
	X

	Experience of partnership working with voluntary/community organisations.
	X
	
	X

	Experience of monitoring and evaluating community projects.
	X
	
	X

	Understanding of barriers faced by community groups in areas of deprivation.
	X
	
	X



	
	Essential
	Desirable
	Shortlisting Criteria

	Qualifications & Training
	
	
	

	Demonstrable experience or training relevant to grants, community development, or project support.
	X
	
	X

	Accredited training in project management, community development or similar.
	
	X
	

	First Aid qualification
	
	X
	

	Ability to demonstrate ongoing personal development.
	X
	
	X



	
	Essential
	Desirable
	Shortlisting Criteria

	Special Skills / Knowledge
	
	
	

	Ability to communicate funding information clearly to a wide range of people.
	X
	
	X

	Understanding of grant processes, including eligibility, budgeting and monitoring.
	X
	
	X

	Ability to prepare and review simple project budgets.
	X
	
	X

	Understanding of safeguarding and data protection responsibilities.
	X
	
	X

	Ability to produce reports, summarise monitoring information and capture case studies.
	X
	
	X

	Strong time‑management skills and the ability to juggle multiple deadlines.
	X
	
	X



	
	Essential
	Desirable
	Shortlisting Criteria

	Personal Qualities
	
	
	

	Ability to organise, plan and prioritise independently.
	X
	
	

	Strong written and verbal communication skills.
	X
	
	

	Ability to work flexibly and enthusiastically within a team.
	X
	
	

	Enthusiasm, resilience, and ability to support people empathetically.
	X
	
	

	Commitment to equality, inclusion and community empowerment.
	X
	
	



	
	Essential
	Desirable
	Shortlisting Criteria

	Further Requirements
	
	
	

	Willingness to work occasional evenings/weekends.
	X
	
	

	Willingness to complete an Enhanced DBS check.
	X
	
	



	
	Essential
	Desirable
	Shortlisting Criteria

	Physical Requirements
	
	
	

	Ability to travel across the Borough as required.
	X
	
	

	Full clean driving licence and access to a car.
	X
	
	


Key: AF = Application Form | I = Interview | R = Reference | P = Presentation
