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	Job Title:
	Grants Programme Officer

	Department/Section:
	Programmes team

	Reporting To:
	Programmes Lead – Living Well with Psychosis

	Hours (FTE):
	37.5

	Location:
	Charity office and homeworking - hybrid working 

	Direct Reports (Y/N):
	N

	Salary:
	£35,000 per annum

	
	

	Role Purpose:

	The role will be responsible for managing grant application processes and a grant portfolio with guidance from a Programme Lead.

The role will be part of our Programmes team and will work with NHS and Kings College London colleagues as well as local community and voluntary sector organisations. The role will also provide project management and administration support to our team of Programme Leads on specific areas of work, and will take part in our learning and development activities.

	Accountabilities/Responsibilities:

	Grant management
· Support with all aspects of grant-making, including the application review process, undertaking due diligence, liaising with applicants and supporting decision-making processes
· Manage and monitor a portfolio of grants from programmes across the Programmes team, with support from the relevant Programme Leads 
· Provide project management support to our team of Programme Leads on specific agreed areas of work

Impact development
· Gather knowledge and learning from grant holders and share insights with the Charity. 
· To work with the Programmes team to develop the wider impact of Maudsley Charity, support this by setting up and helping run workshops and events. 
· To work with the Programmes Team to support the delivery and development of the Charity’s approach to grant monitoring and impact capture.

Systems and processes
· To follow our grant management processes and to work with colleagues to contribute ideas to their ongoing improvement
· To administer grant making through the award system, and able to use it for day-to-day tasks, ensuring there is an accurate audit trail for monitoring and decision making.

Collaborate across the Charity
· To work with our Finance and Operations team to ensure funds are accounted for in a clear and timely manner. 
· To work effectively and collaboratively with Communications and Fundraising colleagues such as when gathering information for case studies and storytelling
· To work with Fundraising and Finance colleagues when developing grants from restricted donations to the Charity
· To collaborate and contribute effectively to develop and improve the work of a small team, who are focused on increasing positive outcomes for those affected by mental health conditions.


	Responsible for Staff: 

	N/A


	Responsible for equipment: 

	Maudsley Charity laptop as well as any equipment purchased and issued as a result of Display Screen Equipment assessment for working from home. 


	Any other Specific Requirements of the Role:

	N/A


	Generic responsibilities as part of the Maudsley Charity team

	· To build, manage and maintain strong team relationships and maximise communication within the team.
· To represent the Charity in a professional and positive manner. 
· To provide outstanding customer service.
· To maintain a good working knowledge of Maudsley strategic goals & objectives
· To share ideas and make suggestions to improve the organisation.
· To follow all Maudsley policies and procedures, especially those regarding equal opportunities & diversity, dignity & respect and health & safety.
· To undertake any other duties, in keeping in the role, which reasonably be required in furtherance of the objectives of the Charity.

	Values

	We are ambitious for change ​

	1. We are brave and intentional, taking calculated risks to tackle the complex challenge of delivering better mental health care for everyone.​
1. We support the creation of new evidence, invest in fresh ideas, and help expand proven solutions to make a lasting difference.​

	We are compassionate  
	1. We engage everyone with care and respect, mindful of the contexts facing people who experience mental illness and people who deliver mental health care. ​
1. We lighten our grant holders’ workload by creating a balanced and efficient grantmaking process from application to evaluation.​

	We are inclusive 


	1. We value knowledge, expertise and personal experience, championing diverse perspectives and empowering everyone to contribute to our decision-making.​
1. We prioritise projects that actively involve people with lived experience in shaping care and treatment.​

	We act with integrity  
	1. We carefully consider our social and environmental impacts and uphold high ethical standards, especially in our fundraising, procurement, and investment practices. ​
1. We are fair and transparent in our grant-making and hold ourselves and our grant holders accountable for effective delivery.​

	We value relationships  
	1. We nurture relationships based on mutual respect, and acknowledge the roles played by all stakeholders in achieving our shared mission. ​
1. We provide the support, trust and open dialogue our colleagues and grant holders need to succeed.​

	We learn and share knowledge 
	1. We actively seek feedback, and use it to evaluate and improve our working practices ​
1. We provide a platform to share what works in our local communities and model change in other parts of the country.​




	Person Specification: 

	Skills:

	Essential
1. Strong prioritising and planning skills; able to manage and schedule tasks accordingly
1. Strong teamwork skills; is able to work flexibly across programmes
1. Strong basic IT skills, competence in Outlook, Word, Excel and PowerPoint. 
1. Strong written and verbal communication skills
1. Attention to detail, able to track information consistently across areas of work
1. Experience of collaborating with colleagues to adapt and improve ways of working
Desirable
1. Financially literate, is able to understand grant project budgets 


	Experience:

	Essential
1. Experience of grants gained either by working or volunteering as a recipient of funding or at a funder
1. Experience of working on projects that aim to achieve social impact
1. Exposure to decision making processes; ideally for grant-making and funding allocation.
1. Sharing knowledge and learning e.g. logging learning, running learning events
1. Experience of project management processes


	Knowledge:

	
Essential
1. An understanding of best practice in grant making.
1. An understanding of charity sector governance and decision making.
1. Awareness of how to gather evidence and share learning.
1. Understanding of the challenges facing the NHS.


	
	


Maudsley Charity is committed to building a diverse and inclusive team and strongly encourages applications from underrepresented backgrounds.
To do this we need your help in filling out a short monitoring form. 
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Job  T itle :  Grants Programme Officer  

Department/Section :  Programmes team  

Reporting To:  Programmes Lead  –   Living Well with Psychosis  

Hours (FTE):  37.5  

Location:  Charity office and homeworking  -   h ybrid  w orking   

Direct   Reports   (Y/N) :  N  

Salary:  £35,000 per annum  

  

Role Purpose:  

The role will be responsible for managing grant application processes and a grant portfolio with  guidance from a Programme Lead.     The role will be part of our Programmes team and will work with NHS and Kings College London  colleagues   as well as local community and voluntary sector organisations . The role will also  provide project management and administration support to our team of Programme Leads on  specific areas of work, and will take part in our learning and development activities.  

Accountabilities/Responsibilities:  

Grant management      Support with all aspects of grant - making, including the application review process, under- taking due diligence, liaising with applicants and supporting decision - making processes      Manage and monitor a portfolio of grants from programmes across the Programmes team,  with support from the relevant Programme Leads       Provide project management support to our team of Programme Leads on specific agreed  areas of work     Impact development      Gather knowledge and learning from grant holders and share insights with the Charity.       To work with the Programmes team to develop the wider impact of Maudsley Charity, sup- port this by setting up and helping run workshops and events.       To work with the Programmes Team to support the delivery and development of the Char- ity’s approach to grant monitoring and impact capture.     Systems and processes      To follow our grant management processes and to work with colleagues to contribute ideas  to their ongoing improvement      To administer grant making through the award system, and able to use it for day - to - day  tasks, ensuring there is an accurate audit trail for monitoring and decision making.     Collaborate across the Charity      To work with our Finance and Operations team to ensure funds are accounted for in a clear  and timely manner.       To work effectively and collaboratively with Communications and Fundraising colleagues  such as when gathering information for case studies and storytelling      To work with Fundraising and Finance colleagues when developing grants from restricted  donations to the Charity      To collaborate and contribute effectively to develop and improve the work of a small team,  who are focused on increasing positive outcomes for those affected by mental health condi- tions.  

