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Recruitment Pack: Grants Officer
[bookmark: _Hlk198724285]Liberty is an independent campaigning organisation. At Liberty, we challenge injustice, defend freedom and campaign to make sure everyone in the UK is treated fairly. Our new strategy is set out here: Liberty-Strategy-2026-2029.pdf
Liberty is seeking a brilliant fundraiser to maintain and grow an established grants programme and support our range of funder focussed events. We are looking for someone excited by the chance to work across a range of human rights issues, working with our teams to deliver strong applications and reports, and build and manage funder relationships

	POSITION DESCRIPTION
	

	Position title:
	Grants Officer

	Position reports to: 
	Fundraising Manager (Philanthropy)

	Employment status:
	Full Time, permanent

	Salary:
	£43,918 (Q4 salary scale)

	Hours:
	35 hours per week, plus occasional out of hours work (for which TOIL is available)

	Location:
	Hybrid - 2 days a week in the office, Westminster, London

	Closing date for applications:
	9am Monday 16 March

	Interview dates:
	First round (online)- Wednesday 25 March
Second round (at Liberty’s office) - Wednesday 1 April 



	ABOUT THE ROLE AND TEAM

	Liberty’s Philanthropy team secure circa £2.8 million from Trusts and Foundations, Legacies, Gifts in Memory and Major Donations each year. We also work with Liberty’s Individual Giving team on mid-level income. 
The team is made up of four people: three Officers (this role is one) and the Fundraising Manager. 
We are a passionate, supportive, agile and collaborative team – each bring our own experience to the team. We work closely with members of the Senior Leadership Team who also oversee income generation. 
[bookmark: _Hlk158381953]The Grants Officers oversees and co-ordinates the administrative and reporting functions of our portfolio of grant funders, alongside this, this role will have responsibility for co-ordinating and administering around 6 events each year aimed at reaching funders and donors. 
This is a delivery role, for a candidate with a passion for Liberty’s work who enjoys developing compelling, tailored asks to a wide range of funders. They also hold responsibility for grant administration and relationship-building between reporting periods, connecting with funders regularly and/or supporting relevant colleagues to do the same. 
The nature of the role also means the postholder will be working closely alongside all teams across the organisation, with good exposure to all of Liberty’s work.  The candidate will have strong organisational, prioritisation, collaboration and interpersonal skills, and able to self-direct their time and work. 



	KEY RESPONSIBILITIES

	
Trust and foundation fundraising

Across an assigned Trusts and Foundations portfolio of annual income of c£1m, and working in collaboratively with our second part-time Grants Officer: 

Grant Administration and Reporting:

· Be responsible for grant administration for all assigned grants for Liberty and the Civil Liberties Trust. 
· Be responsible for working with teams to co-ordinate and draft all grant reporting for Trusts and Foundation on a timely basis.
· Maintain an up-to-date bank of policies and key information required by funders. 
· Ensure accurate record keeping including through the CRM and work with finance colleagues to report on grant budgets and monitor income received.
· Maintain a calendar of application, uplift and reporting deadlines.
· Be a first point of contact for funder correspondence.
· Ensure the completion of all new grant onboarding tasks. 
· Support Liberty teams to ensure they understand funder information requirements and are able to provide required information in a timely manner.
· Play an active role in effective cross team working across assigned areas, attending relevant meetings, developing efficient methods for sharing information across the Philanthropy team and playing an active role in increasing the profile and understanding of Philanthropy across the organisation.  
· Ensure teams are aware of grant reporting requirements and able to plan ahead to collect reporting and impact data. 

Contribute to the maintenance of a strong trusts and foundations pipeline:

· With the support of the Fundraising Manager, liaise with operational colleagues to identify projects and priorities for funding and develop these into compelling asks. 
· Work with the team to research and identify potential new funders.
· Undertake research to ensure work pitched to funders aligns with funder objectives. 
· Work collaboratively with colleagues from across the organisation to develop strong and compelling funding applications to a range of trusts and foundations. 
· Work with the finance colleagues to develop robust budgets for funding applications.
· Research to ensure work pitched to funders aligns with funder objectives. 
· Develop and maintain strategic relationships and networks with fundraising sector stakeholders the purpose of maintaining an awareness of and sharing sector challenges, best practice and solutions, 
· Identify and support the cultivation of new opportunities.

Build and manage relationships with new and existing stakeholders:

· With the support of the Fundraising Manager, proactively and effectively communicate with existing funders with an objective to achieve renewed support wherever possible. 
· Maximise opportunities to meet/engage with existing funders.
· Maintain up-to-date information about Liberty’s work and impact. 
· Under the direction of the Fundraising Manager, attend assigned meetings with funders. Supporting internal teams to effectively present their work and discussing funder requirements and priorities. 
Evaluation
· As appropriate and as directed by the Fundraising Manager, lead in the monitoring and evaluation of assigned areas, collating, analysing and reporting on results in a regular and timely manner and using data to make suggestions for improvement.

Events
· Under the direction of the Fundraising Manager and the SLT, lead on all aspects of organising and delivering bespoke cultivation events for donors, funders and prospects, in collaboration with colleagues across different teams and functions at Liberty. This may include online and in person events, dinners, panel discussions and networking events. 
· Engage funders in other Liberty events including briefing other teams on how to engage with philanthropy guests, invitation admin, follow-ups etc 
Other duties:
· Contribute to the development of Philanthropy workplan. 
· Gather and share information to strengthen best practice across the team.  
· Stay up to date with the external fundraising sector and relevant fundraising regulations.
· Provide technical advice for around funding matters, keeping up to date with changes, advise teams as appropriate and implementing necessary changes. 
· Maintain an awareness and knowledge of developments in human rights and civil liberties in the UK including maintaining strong political instincts and an understanding of what influences policymakers.
· As required and under the direction of the Fundraising Manager, prepare briefings on areas of your work, for other teams and for board report etc, and present areas of your work at internal meetings including All Staff meetings.
· Contribute to the Philanthropy team’s and organisation’s work on anti-oppression through feeding into the anti-oppression workplan and delivery of assigned tasks. Ensure effective communication of the organisations work in this area to funders. 
· Assist in facilitating the attendance of funders at relevant events. 
· Attend and participate in Liberty events as needed, including occasional duties outside of office hours  
· Perform other duties at the request of the request of the Fundraising Manager 



	
SELECTION CRITERIA
	Essential
	Desirable

	Knowledge & experience
	Experience in a similar role, including experience of drafting applications and reporting, and end-to-end grant administration 
	ü
	

	
	Experience of carrying out prospect research to build a pipeline of viable funding opportunities from trusts and foundations 
	ü
	

	
	Experience of effectively engaging in, and supporting the development process of relationships with funders 
	
	
ü

	
	Experience of engaging a variety of stakeholders to gather information across a complex organisation and communicating it clearly to funders in a variety of ways 
	
	
ü

	
	Knowledge and understanding of the fundraising landscape as it relates to human rights issues 
	
	
ü

	
	Knowledge or experience of contributing to evaluations. 
	
	
ü

	
	Experience of having led on co-ordinating and hands-on delivery of in-person events 
	ü
	

	
Competencies
	Exceptional organisational, planning and administration skills, with the ability to prioritise multiple, competing demands with a strong attention to detail 
	ü
	


	
	Ability to absorb and understand large amounts of information quickly as part of application and reporting processes
	ü
	


	
	Excellent written communication skills with the ability to translate complex, varied work into compelling proposals and reports 
	ü
	

	
	Strong interpersonal and team working skills with the ability to work collaboratively and build relationships with a wide range of stakeholders, including senior managers
	
	ü

	
	Excellent levels of self-motivation and proactivity- ability to manage work and deadlines independently, including a strong awareness of when to escalate issues to senior colleagues
	ü
	

	
	Strong IT skills, including Microsoft Office and databases for sales/fundraising  
	
	ü

	
	Ability to understand and analyse budgets and financial information thoroughly
	
	ü

	Values
	Interest in Liberty’s work &
	ü
	

	
	commitment to and understanding of Liberty’s broad campaigning objectives, and its position as a cross-party, non-party organisation 
	
	

	
	Commitment to Liberty’s anti-racist, disability-positive, trans affirming status and to building a fair, compassionate and diverse working environment
	ü
	





	[bookmark: _Hlk27571760]IMPORTANT INFORMATION

	
1. Application forms should be uploaded as a pdf document to the Job Board via our website HERE with the job title as the subject no later than:

9AM Monday 16 March 2026

 Applications received after the closing date will not be considered. We cannot accept CV’s.

2. You will receive an automatically generated response confirming receipt. If you DO NOT receive this response, please check your junk folder. Any questions or issues, please contact HR@libertyhumanrights.org.uk

First round interviews are scheduled online for Wednesday 25 March 2026
Second round interviews will be held in person on Wednesday 1 April 2026. 
As part of your second-round interview, you will also be invited to meet the current Grants Officer and Philanthropy Officer with whom you will work closely. 
Details of the interviews will be confirmed by email.
3. Applicants who have not been short listed will be notified by email. Due to our limited resources, we are unable to provide feedback on applications. 

Interview panels will be made up of two to four people who will each ask the candidates questions. The questions are intended to allow you to expand on your application and to demonstrate to the panel how far you meet the essential and desirable requirements of the post. All candidates are asked a uniform set of questions (usually five or six) and may also be asked follow-up questions to clarify or expand on individual answers. At the end of the interview candidates will also have an opportunity to ask questions about the job, conditions of service, etc. Some of the questions will be sent to you in advance of your interview, although there will be some follow up questions based on the answers you give in the interview.

4. Shortlisted candidates will be asked to complete a pre-interview or written task. 

5. Once all interviews have taken place, shortlisted applicants will be contacted and informed of the outcome either by email or phone and offered the opportunity to receive feedback.

6. If you have a special requirement for completing the interview or a task due to a disability or connectivity reasons, please contact us at HR@libertyhumanrights.org.uk.

7. You can find our privacy notice for job applicants here. 
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