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Job Description
Community Grants Administrator

15-month fixed term contract

Level 3 

	Responsible To:   
	            Responsible For:

	
	


Community Development Manager		                 N/A                                               
					
About the job: 
You will contribute towards the work of the Community Development team by providing excellent administrative support. Working closely with the Programmes & Grants Officer, the postholder will be responsible for the administrative tasks needed to deliver a range of grant schemes such as Community grants, UK Shared Prosperity Fund (UKSPF) grants and Local Resilience Fund grants.  


Role:  

· Work as part of a team to deliver administrative support to both internal and external customers.
· Undertake administrative tasks to ensure effective grant management, this will include, writing letters, completing grant agreement templates, emailing external partners, inputting data and minuting meetings.
· Raise purchase orders and goods receipting of invoices.
· Communicate clearly and professionally with internal and external partners through email, on the phone and in person.
· Collate and input data required and maintain departmental records, ensuring they are accurate and up to date.
· You will be courteous in dealing with members of the public to ensure that any enquiries or conflicts are dealt with in a professional manner.
· Work closely with internal colleagues, forming excellent working relationships with members of the Community Development Team, Legal and finance team and other relevant teams across the council.
· Other duties as may from time to time be allocated to the post holder consistent with the responsibilities of the post.









Responsibilities:

Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met.
· You will positively promote and represent the Council at all times.





	 
What the successful candidate will have:

Qualifications

· A good standard of numeracy, literacy and IT skills demonstrated through qualifications 
or previous experience.
	
Experience

· Experience of providing administrative support to a team, such as processing invoices, writing formal letters and inputting data.
· Experience of using a range of different IT programs, such as Microsoft Outlook, Teams, Word, Excel and financial systems.
· Dealing with customers on a wide range of issues.
· Experience of working within a team.

.
Knowledge 

· Detailed knowledge and understanding of how to undertake administrative office tasks.
· Knowledge of community grant schemes, or a willingness to learn.

Skills & Abilities

· Strong interpersonal skills, with the ability to provide a high level of customer service
· Time management skills with the ability to prioritise your workload effectively and work under pressure and to tight deadlines.
· Ability to work with minimum supervision either alone or with other team members.
· Excellent communication skills with the ability to communicate information clearly to a range of audiences  
· Excellent attention to detail.
· Numerical skills with the ability to check and process payments. 
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