[bookmark: _Hlk93065153]Grants Assistant (Part-time volunteer)
Do you want a role which involves making a real difference to the lives of individuals, small charities, families and people in need covering Stevenage and the surrounding villages?
Stevenage Community Trust is a local charity making a very real difference to the everyday lives of local people in need. 
[bookmark: _Hlk93065546]The trust is looking to appoint a voluntary part-time Grants Assistant. The role of the Grants assistant is to assist our Charity Manager with all aspects of our grant giving. You will help with processing hardship, community and Christmas gift grant applications. You will liase with and report to the grants committee, meeting with trustees and providing support in all areas of the day-to-day admin duties. You will also be working closely with the charity’s Fundraising Manager. 
About the Trust

We are a well-established local charity, founded in 1990, committed to improving lives in our community. With the generous support of local businesses and individuals, we’ve distributed over £2 million in grants to individuals, families, community groups, and small charities and have a current annual grant giving target of £100,000. 
Role Overview

Position: Volunteer Grants Assistant (Part-time)
Reporting to: Charity Manager
Location: Stevenage
Hours: From 5 hours per week (school-friendly hours)
Key Responsibilities

· Supporting the Charity Manager with all aspects of grant processing.
· Carrying out all administrative steps relating to grant applications and grant giving.
· Managing relationships with charity partners and referring organisations.
· Assisting with the production of financial reports for committee & board meetings. 
· Attending and minuting committee meetings.
· Covering holiday and sick leave.
About You – Skills and Experience

· Past charity and grants experience useful but not essential. 
· Experience in customer service or administration roles. 
· Strong skills in organisation, time management, communication & attention to detail.
