
HCF Foundation Grants Officer – Job Description 
· Hertfordshire Community Foundation 
· Based in Hatfield, Hertfordshire  Hybrid working
· Salary £27,000 to £30,000 depending on experience (FTE)
· 28 hours per week, until April 2028
· Requests for flexible working will be considered 
Hertfordshire Community Foundation is the natural port of call for grant making and philanthropy in Hertfordshire.  HCF provides a professional service to support donors to achieve their local charitable giving objectives and aims to meet the most pressing social needs in the county . Since 1988 HCF has distributed in excess of £44m in grant aid supporting more than 2,000 charitable groups in addition to providing targeted training and development support.  
Background

Hertfordshire Community Foundation distributes grants through a variety of programmes. A number of these draw funds from revenue from the Foundation’s endowments, which currently total c £18m. These programmes provide grants to both groups, and individuals, and cover a broad range of social need.  

Reporting to the Foundation Grants Manager, this role will play an important part in the delivering the Foundation Grants programmes.  The Foundation Grants Officer will be involved in every stage of the grant making process, from application and assessment to monitoring, reporting and demonstration of impact to fundholders and the community. We are a small team, and staff are expected to work across other HCF programmes where required, and depending on the volume of work.

Key Relationships reports to Foundation Grants Manager.  
Will work with:  grant applicants, fundholders, team members in finance, philanthropy and marketing and across other grants programmes.

Key Responsibilities

Grant Assessment and Programme Delivery
· Review and assess grant applications in line with HCF’s grant making policy and the grants programme’s eligibility and funding criteria. This could be across a range of programmes if required.
· Support applicants (of all fundraising abilities) in person, over the phone and by email. Providing guidance on funding programmes, eligibility requirements, and application processes.
· Undertake due diligence to ensure applications meet governance and compliance requirements.
· Prepare clear assessments and assessment summaries for the HCF Grants Panel.
· Attend panels and committees as required to talk about grant assessments.
· Liaise with HCF Trustees on behalf of the Grants Team as required. 
· To take an active role in continuous improvement and best practice initiatives and support the development of policies and procedures relating to grant making and programme delivery alongside Grants Team colleagues.
· Support the Grants Manager with planning future rounds for programmes (as applicable). 
Grants Administration and Database Management
· Maintain accurate and up-to-date grant records using Salesforce Lightning.
· Assist with sending grant offers issuing grant agreements and coordinating grant payments, liaising with Grants managers and Head of Finance.
· Ensure all data handling is GDPR compliant. Maintaining confidentiality as required and processing information with professionalism and integrity. 
· Provide reports as required re grant making, including for audit purposes.  . 
Impact reporting and monitoring
· Ensure grants are monitored in line with agreed processes.
· Produce ad hoc and annual fund reports for fundholders showing the impact of their giving including case studies.  
· Organise and attend monitoring visits to funded groups to ensure that they are on track, and take part in fund holder visits to groups as required. 
· Support the Grants manager with reporting and evaluation
Publicity 
· Support the Communications and Marketing Manager to maximise PR opportunities through the provision of case studies.
· Represent HCF at outreach events as required.
· Contribute to HCF’s social media channels and website.
Other Responsibilities
· Attend appropriate training as required.  
· Work as part of a team ensuring that all team functions are covered in times of staff absence.  
· Undertake any other reasonable duties as required. 

The Ideal Candidate 
With an attention to detail, strong interpersonal skills and a ‘can do’ approach you will be highly organised.  Assessing and administrative experience is essential as well as a demonstrable understanding of the voluntary sector. You will be IT literate, flexible in your approach to work and a strong team player.  
HCF is keen that its team reflects the community in which it operates and serves. Applications from a diverse range of backgrounds will be very welcome.
Person Specification – Essential Skills and Experience: 
· Excellent organisational skills with the ability to manage multiple priorities and deadlines.
· Assessing and administrative experience including familiarity with elements of the due diligence process.
· Excellent interpersonal skills with the ability to build positive relationships with colleagues and external stakeholders.
· Confidence in handling enquiries and providing a high-quality service to applicants and grant holders. 
· Strong written communication skills and numeracy. 
· Experience of maintaining databases and CRM systems with a high level of accuracy.
· Strong commitment to the values of Hertfordshire Community Foundation, including a belief in the power of communities and the importance of equality and diversity. 
· Enthusiasm, flexibility and the ability to cope well under pressure. 
· Willingness to undertake occasional evening/weekend duties and travel. 
· Access to a car and a clean driving license. 
Desirable: 
· Experience administering grant programmes, funding schemes, or similar application-based processes.
· A local knowledge of the voluntary, charitable, or community sector. 
· Understanding of the challenges facing Hertfordshire residents in terms of social need.
· Experience of grants management CRM systems, we use Salesforce Lightning. 
Additional information
Annual leave:  33 days per year inclusive of bank holidays (FTE) 
Pension:  HCF contributes 1.5 times staff contributions up to 9% ie. if you contribute 6% of your salary, HCF will contribute a further 9%. 
Additional benefits: Life insurance: HCF offers death in service life insurance which equates to 4 times your annual pro rata salary
HCF is an equal opportunity organisation; we value diversity and welcome applications from everyone. You will be welcomed at HCF and will find an inclusive environment where different views and experiences are valued. We recognise and understand the importance of diversity and inclusion and are working to ensure our staff and board of trustees reflect and represent the communities of Hertfordshire.
