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Job Title: Trusts and Grants Officer  
Responsible To: Director 
Responsible For: Trusts and Foundations Volunteer  
Salary: £22,000 – £25,000 (based on experience) 
Hours of Work: 37.5 hours per week (part-time working also considered)  
Benefits: 24 days annual leave and pension matching (6%)  
Contract:  Fixed 12 Month Contract  
Location: PHASE Worldwide, BS2 8PE 
Starting Date:  1st April 2020 (or before if feasible)  
  
PHASE Worldwide  
PHASE Worldwide, established in 2005, is a UK registered charity, based in Bristol that operates in Nepal.  
 
At PHASE Worldwide, we believe that everyone, everywhere, even those in the world’s most remote 
places should have access to primary healthcare, education, and livelihoods opportunities. 
 
We think that poor health, low levels of education, and few livelihood opportunities create a cycle that 
prevents people from a life outside of poverty. This is why, with our partner, we empower isolated 
communities in Nepal through integrated and sustainable programmes across the three areas of health, 
education, and livelihoods.  
 
The Role 
The Trusts and Grants Officer will contribute to sustaining and increasing income from trusts, foundations, 
and institutions, by securing vital funds for our work in Nepal. 
 
You will be critical in leading and maintaining PHASE’s Trusts and Foundations database and 
independently managing applications and reporting requirements. Working with our partner, you will 
develop high quality proposals, budgets, and provide excellence in donor stewardship and account 
management for existing donors whilst developing relationships with new donors. A significant part of 
your role will be engaging prospective funding partners to cultivate strong and sustainable donor 
relationships to secure grants. 
 
The successful candidate will have worked for a charity, in either a voluntary or paid role and will have a 
great understanding of trust and foundations fundraising, preferably from within the international 
development sector, and a proven track record of securing grants.  
 
To be successful, the individual will have strong interpersonal communication skills, excellent written 
English, and an awareness of how to form and maintain professional relationships.  
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Responsibilities and Duties  
 
1. Lead PHASE Worldwide’s trust and foundation fundraising 
 
1.1. Manage PHASE’s trust and foundations database and monitor all reporting and application deadlines 
1.2. Be the key point of contact for all trusts and foundations 
1.3. Manage the trusts and foundations volunteer assistant, to ensure the database is regularly updated 
and there is always a healthy amount of trusts to apply to 
1.4. Liaise with PHASE Nepal staff regularly to collect data and information for reporting – keep on top of 
project progress 
1.5 Development of packages of work for our project bank 
 
2. Write applications and develop and maintain relationships with existing funders  
 
2.1. Lead on funding applications, project proposals and letter applications to a variety of trusts that have 
been deemed appropriate and relevant 
2.2. Present PHASE Worldwide’s work to Trusts and Foundations via phone, email and face-to-face 
2.3. Lead in organising and delivering engaging donor meetings 
2.4. Produce project reports in-line with the requirements detailed in funding agreements 
2.5. Attend funder events and build face to face relationships with funders where possible 
2.6 Along with the Director, lead on larger bids to trusts, foundations, and institutions  
 
3. Quality control and manage trusts and foundations recording and reporting on the database 
 
3.1. Work with the trusts and foundations volunteer assistant to ensure all relevant trust information is 
recorded and updated regularly on the database 
3.2. Ensure that queries and reports are always ready to send on time and project progress information 
is accurate and up to date 
3.3. Track your own progress against financial and qualitative targets 
3.4 Contribute to a Trusts and Foundations audit  
3.5 Manage subscriptions to fundraising portals  
 
4. Working with the wider team  
 
4.1. Contribute ideas into the overall fundraising efforts as and when needed 
4.2. Participate in fundraising team meetings and team wide fundraising activities 
 
5. General  
 
5.1. Promote the vision, aims and objectives of PHASE and ensure that all contacts with external people 
and organisations fully reflect the professional approach of PHASE Worldwide. 
5.2. Understand and comply with all relevant legislation and adhere to organisational and operational 
policies, procedures and administrative procedures, with particular reference to PHASE Worldwide’s code 
of conduct and safeguarding policy. 
5.3. Undertake any other duties as required and requested 
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Person Specification  
  
Essential (E)  Desirable (D)  

• Experience of writing successful 
funding applications to trusts and 
foundations 

• Experience in a fundraising role within 
the charity sector 

• Be able to form and develop excellent 
working relationships with donors, 
staff, and supporters 

• Ability to understand project budgets 
and financial information and present 
in a clear and professional format 

• Ability to use Microsoft Word, Excel, 
and Outlook 

• Be able to work to deadlines, under 
pressure, and independently 

• Excellent English language skills, with a 
keen eye for detail and proof reading  

• Experience of writing successful funding applications 
to institutions (E.g DFID)  

• Fundraising or communications qualification  

• Have experience of working for a Trust or 
Foundation.  

• Knowledge of the key issues and concepts in 
international development 

 

  
Personal Attributes  

• Be attentive to detail and processes 
with good administration skills 

• Have an interest in and passion for 
global development  

• Excellent interpersonal communication, 
influencing, and negotiating skills, 
particularly over the phone  

• Willingness to travel within the UK and 
to Nepal  

• Be creative and ambitious in engaging 
donors 

• Occasionally work flexibly outside of 
core office hours for fundraising or 
donor events 
 

 

  
To apply for this role, please send your CV and a one-page cover letter outlining your experience in 
relation to the job description to tom@phaseworldwide.org with the subject “Trusts and Grants Officer” 
before 17:00 on Friday 6th March 2020. 
 
Interviews will be held on the 9th and 13th March 2020 in Bristol.  
 
Please note, PHASE Worldwide has a safeguarding policy in place to protect vulnerable persons and this 
will be referenced during the recruitment process. The successful applicant will be required to provide 
two written references.  
 

 


