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Job Title:

Grants Administrator (1) – ONE YEAR CONTRACT
Department:
Grants Department
Department Mission:
The Grants Department of The Body Shop Foundation is responsible for the identification, administration and processing of all grant nominations and applications for funding and to establish effective monitoring and evaluation on all recipients.    The Grants team will provide guidance and support to all stakeholders on matters of grant making. 
Reporting to:
Grants Manager

Hours:

23 hours a week




Tues & Weds 9am to 5pm




Thurs 12 noon - 4pm




Fri 9am - 1pm

Key job accountabilities
To provide administrative support to the Grants Department including specific administration of the In Store Promotion Programme and Global Grants Programme.

To provide excellent customer service to all stakeholders, communicate effectively, drive results and contribute to effective team working, managing, when required, to adapt to a changing environment.

Main duties & responsibilities

1. Provide full administration for the In Store promotion grants programme of The Body Shop Foundation from the initial application process through to the recording and raising of grants paperwork and monitoring and evaluation processes.

2. Provide full administration for the Global and UK Service Centre grants programmes of The Body Shop Foundation from initial nomination and application process through to the recording and raising of grants paperwork and monitoring and evaluation processes.

3. Assess and review nominated projects from TBS markets to ensure they fall within the focus and aims of The Body Shop Foundation.
4. To document & maintain records of trustee and other committee decisions and meetings.
5. To provide advice to internal TBS queries and external callers, relating to charitable procedures and provide customer service support to all stakeholders of the grants programmes including the representatives from each TBS market, the grant applicants and recipients.
6. Maintain and develop the monitoring and evaluation processes for all grants programmes.

7. Develop and maintain tools to prepare annual analysis of impact of grants across all programmes and supply information to the CEO for preparation of Impact Report.

8. Provide cover for the Foundation Administrator’s role when required or when that person is on leave.

9. Agree at quarterly intervals the grants database to the finance records (SAGE) and provide analysis to accompany the quarterly management accounts.

10. To agree at quarterly intervals – minuted grant decisions to grants made and the records 
held on the grants database.

11. To ensure all policies and procedures under the role’s responsibility are reviewed 
annually and kept up to date on the Foundation’s shared folder.

12. To be responsible for upholding the values of The Body Shop Foundation using your best 
endeavours to promote the interests of The Body Shop Foundation. To minimise the 
environmental and health and safety risks in the workplace and to report to relevant 
managers any near misses and real accidents.

 13. Ability to adapt and show flexibility in a pressured work environment,  working outside 
core hours if the situation dictates, for the proper performance of your duties and in 
support of key events.

14.
To action any other ad hoc activities that may come up from time to time, 
including 
supporting other department activities.

