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Background Briefing on the Tudor Trust 

About Tudor

The Tudor Trust is an independent grant-making charitable trust which supports organisations working to address the many different needs of people at the margins of society.  The Trust does not focus its funding on specific themes or programmes but instead aims to support a wide range of people and organisations working to achieve lasting change in their communities.

About Tudor’s grants

A key feature of Tudor’s grant making is an interest in funding smaller, under-resourced organisations which offer direct services.  We think that these groups have the knowledge and experience to identify problems and develop solutions which meet the real needs of the people they work with.  We encourage them to apply for what they really want via a straightforward first-stage application.  These are assessed by the Grants Team and then discussed at our weekly initial assessments meetings, led by one of our trustees.  Applicants hear within a month whether or not their application will be taken through to our second stage.   

Just over 10% of applicants get through to our second stage and they then work closely with their allocated grants manager to develop a more detailed application for discussion with our trustees.  We aim to make this process as swift and positive as possible for our applicants and to ensure that it is grounded in respect for the expertise of the applicant in their particular area of work.  We endeavour to build funding relationships that are based on openness and trust and an important part of this is visiting our grantees, offering additional development support where appropriate and helping organisations facing similar issues to come together for peer support or information exchange.  

In 2015–2016 Tudor received just over 2,900 applications and made 361 grants totalling just over £18 million.  About 95% of Tudor’s grant making takes place in the UK, but there is also a small proactive programme working with projects promoting ecological agriculture in Zimbabwe, Kenya and Uganda, which is supported by one of our current grants managers. 

Tudor is characterised by a high level of trustee involvement.  Trustees meet with grants managers every four weeks to make grant decisions; regularly visit/meet beneficiaries; lead small groups looking at proactive work in a few key areas and oversee the performance of our socially responsible investment portfolio.  

Tudor’s Review

Staff and trustees have been reviewing Tudor’s work over the past year and we are now implementing the results of that Review.  This includes ensuring trustees are able to meet our applicants more often and getting trustees more involved in all aspects of the grant-making process.  While the Review clarified that the overall tenor of Tudor’s grant making — generalist, responsive, enabling and flexible — would remain unchanged, it was agreed that it would be helpful to applicants to reinforce our commitment to funding work with the most marginalised communities. Our new funding guidelines therefore stress our interest in supporting work which addresses marginalisation, as our applicants choose to define it.

Our teams

Tudor has sixteen members of staff, organised into three teams, who support the trustees in all areas of their work: 

· The Grants Team is responsible for the grant-making process through assessing first-stage funding proposals, engaging with applicants, presenting applications to trustees and providing ongoing support to around 800 grant holders.  Since the Review there is also the opportunity for the Team to be involved in some grant decision making, alongside a trustee, on our new Delegated Decision Committee.  Moving forward, the Grants Team will be reviewing how we might improve the way we ask applicants to report back and how we could develop our approach to sharing learning.  

· The Information Team is responsible for the effective management of Tudor’s first-stage application process and for internal and external information, communication and research activity.

· The Resources Team maximises the effective use of the Trust’s resources by managing its overall finances, investments, human resources and the office environment.

This post 
Tudor’s grants managers come from a variety of backgrounds and have a wide range of experience and skills. It is a supportive team, in which everyone is committed both to sharing their knowledge and learning from each other. This means that it is not vital that a new grants manager has direct experience of grant making. Although some candidates may have this sort of experience already we are also happy to consider applications from people with the potential to be a good grants manager, particularly if they have real experience of working for social change. We are looking for energy and vision and, quite possibly, for someone with a live connection to the kind of groups we are interested in funding.

We therefore welcome and encourage applications from anyone with relevant experience. 

Tudor Trust

Grants Manager

Job Description

Job Title:
Grants Manager

Reports to:
Grants Team Manager
Salary: 
circa £32,000, plus benefits
The Tudor Trust’s Grants Team is responsible for the effective delivery of Tudor’s grant-making process, acting as the interface between the applicants to the Trust and Tudor’s trustees.  The Team assesses initial proposals, prepares full applications for discussion with the trustees, implements their decisions and manages the development of grant relationships, providing on-going support for grantees.

The Grants Manager is a key member of the Grants Team and will be managed by the Grants Team Manager.

Purpose of role

The Grants Manager will be responsible for the assessment of initial proposals, the preparation of full applications for consideration by trustees and the ongoing management of a portfolio of grants. Supporting the continuing development of the organisations Tudor funds is also an important aspect of the role.

Key responsibilities

Grants management

1. Assess initial proposals and discuss with the Grants Team which should be developed into full applications.

2. Develop and maintain constructive relationships (through correspondence, visiting, meetings and telephone calls) with a caseload of applicants, supporting them to develop their funding requests to the Trust.  

3. Ensure sufficient and appropriate information is available for each full application to enable trustees to reach decisions. Present timely and high-quality applications to trustees providing background information, analysis and interpretation for each application.

4. Implement the trustees’ decisions, provide feedback to applicants, initiate the payment of grants at the appropriate time and work with organisations on the subsequent monitoring and evaluation of their grant, as well as supporting the ongoing development of the organisation. 

5. Maintain clear and accessible records of all work undertaken using agreed standards. Update the Trust’s GIFTS database for all grants work undertaken.  

6. Undertake regular monthly grant portfolio reviews to ensure that workload - around assessing first-stage proposals, working up applications for trustees and on-going grants management - is being well managed. Ensure outstanding commitments are followed up and withdrawn if appropriate and visits are done within an agreed time scale. 

7. Contribute to effective team working by sharing information and skills within the Grants Team and by supporting colleagues. 

8. Take responsibility for particular areas of grants-related work, as agreed.

Support to the Trust

1. Support the trustees in continuing to shape and refine Tudor’s grant-making vision and practice. 

2. Liaise with the trustees, Director and other staff to ensure the smooth running of the administration systems of the Trust.  

3. Contribute to Grants Meetings, Groups, Trustee Committees and Board Meetings as required.

General

1. Offer flexible support for the work of the Trust generally, as and when necessary. Provide cover for other members of the staff team ensuring that the work of the Trust can continue effectively and without interruption.

2. Represent the Tudor Trust in a way that is consistent with its values and philosophy.

Tudor Trust

Grants Manager
Person Specification

These are the main criteria on which your application and interview will be assessed.
Qualifications
1. Degree or equivalent experience and life skills (essential)

Generic knowledge and experience
1. Some experience in a relevant role which has given you an understanding of smaller voluntary/community sector organisations, or of groups working for social change (essential) 

2. Understanding of legal, finance & governance issues and organisational structures in smaller voluntary/community sector organisations (desirable)

3. Ability to produce clear, concise and insightful information (essential)

4. Experience of building supportive relationships with a range of groups and individuals (essential) 

5. Understanding of the grant-making process (desirable)

Skills, abilities and interests
1. Aptitude for working alongside people from marginalised communities and people from a number of different cultures (essential)

2. Ability to work as part of a team (essential)
3. Good communication and relationship-building skills – must be able to work effectively with a diverse range of organisations, other team members and trustees (essential)
4. Interest in facilitating social change (essential)

5. Excellent listening skills and the ability to ask the right questions (essential)

6. Ability to work on own initiative (essential)
7. High standard of written and spoken English (essential)

8. Good organisational skills and the ability to manage a diverse and demanding workload (essential)

9. Computer literacy including ability to undertake own correspondence and documentation and learn to use grant-making database (essential)

10. Good numeracy skills (essential)

Attitudes and Approaches
1. High level of personal responsibility and emotional intelligence (essential)

2. Empathic with an open and curious approach (essential) 

3. Supportive of the work and decisions of Tudor’s trustees (essential)

4. Ability to get alongside organisations, allowing them to lead (essential)

5. Generous approach to knowledge sharing with organisations and colleagues (essential) 

6. Able to accept and understand the values of others (essential) 

7. Sensitive and understanding (essential)

General
1. Commitment to Tudor’s values, aims and ethos (essential)

2. Appropriate sensitivity to the needs of the people and organisations we work with (essential) 

3. Ability and willingness to visit regularly across all regions of the UK, including some overnight stays (essential)
4. Evidence of commitment to work-related learning and development (desirable)

The Recruitment Process

Timetable

	Deadline for applications
	10.00 on 20 September

	Screening Interviews
	26 September – 3 October

	Panel interviews
	11/12 October

	Final Interview

	14 October

	Decision made & successful candidate notified
	17 October


To Apply

If you would like to apply for the role then please send your CV and a completed Application Form to tudor@allysondavies-consultant.com.
Information

If you require any further information or you would like to discuss anything in more detail, please email tudor@allysondavies-consultant.com or phone: 
Before 9 September: Tati on 07800 895 371

After 9 September: Allyson on 020 7828 3855 or 07968 556 164.

Tudor Trust
Confidential Application

GRANTS MANAGER

Please complete this brief application form (delete the preceding pages) and attach a CV outlining your career and any voluntary work to date, plus any academic and professional qualifications. Please send your application, by 10.00 on 20 September, to tudor@allysondavies-consultant.com
Full Name:

Address:
Mobile Phone:

Home Phone:

Email: 
How did you hear of this post:

Are you eligible to work in the UK:

REFERENCES 

Please give details of two professional referees: your current or most recent, and a previous employer.
Reference 1 Name: 
Professional relationship to you: 

Tel: 

Email: 

OK to approach now? Yes / No

Reference 2 Name: 
Professional relationship to you: 

Tel: 

Email: 

OK to approach now? Yes / No

Current Income/Benefits Details

Basic Annual Salary: 




Annual Leave:

Pension: Employer contribution: 


Employee contribution:

Any other benefits: 

Notice required: 

Please state – on no more than 2 pages:

1) What your motivations are for wanting to be a Grants Manager at Tudor Trust
2) What three key areas of your experience and skills you can bring to this role 
DECLARATION

I declare that the information that I have provided on this form is true and accurate, and in particular that I have not omitted any fact which may have a bearing on my application. I understand that any subsequent contract of employment with the Tudor Trust will be made on the basis of the information I have provided. I understand that a false declaration that results in my appointment to the Tudor Trust will render me liable to dismissal without notice. I also understand that submitting this form electronically is equivalent to a signed declaration. 

Signature (type your name):  

Date: 
� This final interview will only take place if required.
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