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JOB DESCRIPTION
	Job Title:
	External Funding Assistant

	
	

	Department: 
	External Funding Team – Professional Services

	
	

	Responsible to: 
	External Funding Manager

	
	

	Status
	Permanent / Full Time (35 hours) part time considered

	
	

	Location: 
	Bolton Lads and Girls Club Sites


_______________________________________________________________________________________
About Bolton Lads and Girls Club:
Bolton Lads and Girls Club is a youth club and registered charity centrally located in Bolton. Over 130 years ago, we were one of the first organisations in the North West to recognise the importance of providing young people with a safe haven to spend their free time.

We are one of the largest youth clubs in the United Kingdom, with a membership of over 3,500 young people. Based in Bolton’s town centre, we are open 7 days a week, 52 weeks a year and welcome all young people aged 8 to 19 years old (up to 21 for young people with disabilities).

We offer a range of targeted and universal provisions including sports, NCS, arts, targeted youth support and community outreach work.

We’re a registered charity and state-of-the-art Youth Club in the heart of Bolton and our state-of-the-art £5 million building provides young people with access to a range of activities, all offering young people the opportunity to try new things, meet new friends and gain support from friendly, warm and positive staff and volunteers.
Why work for us:
Bolton Lads and Girls Club were the first youth organisation awarded ‘Youth organisation of the year’ by UK Youth and is the proud recipient of the Queens Award.  Our Organisation has a strong reputation both within the borough, regionally and nationally, for a high quality, innovative offer and exceptional talent development. 
All staff have free access to our high-quality gym, during the day, you will also be enrolled into our pension plan and free holiday club care for our employees with children aged 8-12.  We have a fantastic track record for professional development and training opportunities, and we are committed to developing our team. Come and join us in a fun working environment, where no two days are the same!
Our Vison and Values

Vison: Every young person in Bolton has the opportunity to be the best they can be.

Mission: We will provide great places to go, positive things to do, and people that care.

Our Principles:

· Keep things simple. 

· Always do the right thing.

· Offer excellent customer service.

· Provide an environment for people to be the best they can be.

· Be exceptional in the moments that matter.

Our Values:

Driven

We don’t give up and we do whatever it takes.

Caring

Genuine people who care make the difference. 

Empowering

We enable people to be the best they can be.
Excellence

We aim to deliver the highest standards of service and continuously improve through robust quality assurance and innovation.

Fun

If you enjoy what you do, you do it better! Work is serious and we do it with a smile on our face.

Main Purpose of the role:
Main Purpose of the Role:
The External Funding Assistant will be responsible for submitting large numbers of written applications to a range of charitable funding sources including charitable trusts and foundations, in order to maximise the funding potential to sustain our core services and targeted projects, and develop new ones at BLGC, in line with the Club’s Business Plan, Fundraising Strategy, Departmental Operating Plans and individual targets.
Key Responsibilities
· Secure income to agreed targets by writing and submitting sufficient number of compelling and high-quality funding applications on a timely basis, and securing the desired Return on Investment

· Cultivate and maintain effective personal relationships with a wide range of prospective and existing funders through telephone, email, and face to face contact

· Use a variety of online and printed tools to research into potential funders

· Understand the needs of BLGC and communicate them in a clear, consistent way to appropriate funders

· Maintain knowledge of relevant local, regional, and national statistical information and use effectively in funding applications

· Ensure that supporting documents including detailed income and expenditure budgets, work plans, job descriptions, and case studies are produced to a high standard

· Acknowledge funding awards in a timely and consistent manner

· Liaise with Project Managers and staff to identify and retrieve data necessary for the preparation of monitoring and evaluation reports including financial information

· Draft and submit all monitoring and evaluation reports to your portfolio of funders, within given time-scales

· Be pro-active in supplying unsolicited reports and information to funders

· Deputise for the External Funding Manager where relevant

· Provide general administrative support where required

CORE RESPONSIBILITIES

· Adhere to BLGC policies at all times, with particular emphasis on Equal Opportunities, Health & Safety and Safeguarding

· Report any behaviour, conversations or comments which are inappropriate within a setting for children and young people

· Ensure close working relationships are maintained with appropriate organisations related to projects, e.g. CAMHS, NHS Bolton, Local Authorities, and the Voluntary and Community Sector

· Ensure any young person, volunteer mentor, or other person connected with the project and with whom you have contact is made to feel an integral part of the BLGC ‘family’

OTHER INFORMATION

Undertake any other reasonable tasks to maintain, improve and promote the work of the Fundraising: Grants and Trusts Team and BLGC generally as requested by Senior Management.

Person Specification:
Applicants should be able to demonstrate that they can meeting the following:
	Selection Criteria

A=Application / I=Interview
	Essential or Desirable
	Method of Assessment A/I

	

	Qualifications 
	
	

	Good standard of general education
	E
	A

	Certificate in Fundraising Practice/Management (Institute of Fundraising)
	D
	A

	Be educated to degree standard or equivalent

	D
	A

	Skills/ Knowledge
	
	

	High level of proficiency in the use of Microsoft Word and Excel to support day to day work and reporting
	E
	A

	Ability to plan and monitor income and to produce management reports
	E
	I

	Planning and organisational skills

	E
	A/I

	Ability to prioritise and work to tight deadlines

	E
	A/I

	Be aware of and able to use relevant sources of information to conduct research
	E
	A/I

	Numerate and articulate


	E
	A/I

	Ability to work closely with other statutory and voluntary organisations


	E
	A/I

	Project Development


	D
	A/I

	Ability to create and maintain budgets for funding applications, and cash flow analysis 


	D
	A/I

	Ability to deliver effective presentations 


	D
	I

	Experience
	
	

	Ability to write compelling and persuasive funding applications with clarity and flair, and to present complex information accurately and precisely
	E
	I

	Articulate verbally the impact of Club projects on young people through telephone contact with funders and site visits


	E
	I

	Understanding and experience of funding streams for voluntary youth work


	E
	A/I

	Ability to work alone using own initiative
	E
	A/I

	Fundraising with a background in a large charity or local or central government


	D
	A/I

	Demonstrable track record in securing large amounts of funding


	D
	A/I

	Evidence of working within a team environment


	D
	A/I

	Understanding and experience of social development issues relevant to young people 


	D
	A/I

	Track record of engaging and managing professional relationships at all levels including Trustees, Grant Officers and Departmental Officials


	D
	A/I

	Other
	
	

	Prepared for occasional travel 


	E
	I

	Prepared to work unsocial hours as required e.g. evenings/weekends
	E
	I

	Driving Licence and use of a car


	D
	A/I

	Member of the Institute of Fundraising


	D
	A/I


Special Requirements:
In accordance with our Child Protection and Safeguarding procedures, this position requires an Enhanced DBS.
�
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