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Dear applicant, 
Thank you for your interest in this role. 
The job information pack contains the following:
· Information about Joseph Rowntree Charitable Trust
· Job description and person specification
· Guidance notes
About Joseph Rowntree Charitable Trust (JRCT)
JRCT is a grant-making Quaker Trust that supports people who are passionate about making a positive difference; whether they are advocating for some of the most vulnerable people in our society, promoting nonviolent responses to conflict, or taking steps towards an environmentally sustainable future.  
Every year JRCT makes more than 100 grants for all kinds of charitable work, from grassroots community groups to well-established charities working to build a peaceful and just world. We aim to be a responsive and supportive funder, working to strengthen the hands of people who are tackling the root causes of conflict and injustice.
In 2019, the Trust announced plans to significantly increase annual grant spending to over £10 million per year for the next ten years. The Trust subsequently further increased its grant-making in response to the Covid-19 crisis. As a result, it is seeking to expand its staff team to maintain and strengthen our support for applicants and grant-holders. 
Joseph Rowntree Charitable Trust currently runs five grant programmes which focus on tackling the root causes of conflict and injustice.

About the Role
As a Grants Officer at JRCT, you will be responsible for supporting the management, administration and development of the Sustainable Futures Programme, including managing a small number of grants and supporting learning work. This programme makes grants on better economics, moving beyond consumerism and climate justice.
This is a hybrid role requiring in-office attendance once or twice a week. The position is fixed-term for 2 years, with a salary of £46,036 FTE per annum.
The role can be undertaken from our office based in York, or on hybrid basis. We are open to flexible working patterns, including job share arrangements.  We try to schedule meetings to accommodate caring responsibilities. The role also requires travel to committee meetings and to visit grant-holders, with occasional overnight stays. 

Key Responsibilities:
· You will work with the Programme Manager to maintain and develop the current grant portfolio, identifying new organisations to connect with. 
· You will be responsible for overseeing the work of a subset of the programme’s grant-holders, supporting them and offering guidance and advice where necessary. 
· You will be providing support during the grant cycles, including with applicant enquiries, assessing applications, writing meeting notes, presenting and discussing applications with the grant committee and informing applicants of the outcome. You will also occasionally participate in this work for other JRCT programmes.
· You will contribute to the design and delivery of networking, convening or learning initiatives for grant-holders, including organising events.
· You will provide reports and statistics using the grant administration database 

About You
JRCT are looking for committed and dynamic individuals who are able to work in a small team and build relationships with a variety of people.
You are likely to be:
· A highly organised individual with the ability to manage a variety of ongoing tasks  
· Interested in issues relating to new economics, alternatives to consumer culture and climate justice and an understanding of how these issues connect
· A person who can build relationships with a diverse variety of people and organisations  
· Someone with empathy who can show care and understanding towards those we fund
· Someone with strong communication skills interpersonally and in writing
· Interested in and with some experience of working in grant-making
· Analytical and inquisitive
· Skilled in IT including Microsoft Office applications, social media and use of databases 
· Sympathetic to the values of the Religious Society of Friends (Quakers), which include a commitment to nonviolence, equality, truth and sustainability.
· Someone who has first-hand experience of the voluntary sector, whether in a paid or unpaid capacity
· Experienced in some of the social issues and injustices that the Trust is seeking to address through its programme
· Committed to justice and equity. 
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