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Grants Manager

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	
Membership Engagement and Services
	Team:
	Membership Engagement and Services
	Grade: 
	Specialist  B
	Reports to:
	Strategic Relationships Lead

	Line management responsibilities:
	No
	Location:
	London


Role overview
	You will manage end-to-end grant portfolios, oversee funding administration, monitor performance and risks, build internal and external stakeholder relationships, and drive continuous improvement in grant evaluation frameworks and reporting processes.





Core duties of the role:
The post holder will:
	· Manage and deliver the end-to-end grants process and grants programme, ensuring funding is administered effectively, in line with agreed governance, approvals and organisational policies and objectives and delivers agreed outcomes.
· Prepare grant agreements, working with relevant teams, ensuring compliance with anti-money laundering laws, managing data protection, and conducting due diligence on applicant organisations.
· Lead grants-related communications and activities, working with relevant teams.
· Support the operations of the Grants Decision-Making group, organising and preparing their meetings, papers and agendas, providing information and guidance, documenting decisions and communicating outcomes to applicants.
· Support staff who own strategic relationships with organisations which are being part-funded by the Law Society, and own and develop a portfolio of strategic relationships as assigned.
· Build strong working relationships across the Law Society to build awareness, share and coordinate information and ensure a consistent, joined-up approach to managing relationships and wider activities with grant funded organisations. Responsible for accuracy and consistency in record keeping, reporting and key information about grant funded organisations and the grants relationship.
· Monitor and report on performance, expenditure, risks and impact across grant funded activities, escalating issues where required.
· Review reports and outcome data from funded organisations and assess delivery against agreed objectives.
· Produce reports, briefings and recommendations for stakeholders, committees and governance groups.
· Support proposals and recommendations for new grant-funded relationships, including researching and identifying potential  organisations.
· Support continuous improvement of grant management processes, evaluation approaches and reporting frameworks.
· Other duties as required.



Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Experience of managing impactful grant funding programmes 
	Application and interview 

	Experience of administering the grant funding application and delivery process, including maintaining accurate records, and managing reporting processes.
	Application and interview 

	Experience of working with multiple internal and external stakeholders to develop and embed new grant management processes
	Application and interview

	Experience of preparing reports, briefings and recommendations for key stakeholders, committees and governance groups 
	Application and interview 

	Ability to monitor and report on performance and impact of grant funded activities, escalating issues where appropriate
	Application and interview 

	Experience of researching and making recommendations for new grant-funded relationships, in line with organisational priorities and the needs of key audiences 
	Application and interview 

	Experience of successfully engaging colleagues across organisational boundaries to continuously improve grant management processes, evaluation approaches and reporting frameworks
	Application and interview

	Ability to work effectively in a multi stakeholder environment with a complex governance structure
	Interview

	Ability to build strong internal relationships and work collaboratively across teams to support a consistent, joined-up approach to delivery of grant funded activities
	Interview 



Organisational chart

	

Head of Member Engagement and Services


Grants Manager


Membership Network Manager


Membership Network Manager


Vacant role


Strategic Relationships Lead
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