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GRANTS ASSISTANT 

 

  BACKGROUND TO THE ROLE  
 
 
The position  
 
The Clothworkers’ Foundation is the charitable arm of The Clothworkers Company, one of the 
great 12 City livery companies established in 1528.  The Foundation was set up in 1977 as the 
independent arm for the Company's charitable work.  The Governors, who are the trustees of the 
Foundation, comprise members of the Court of The Clothworkers Company.  In 2007, the 
Foundation distributed £6.5 million to a wide range of charities.  
 

The Foundation comprises three members of staff, the Grants Manager, the Programme Officer 
and the Grants Assistant.  The current Grants Assistant is leaving the Foundation in early July to 
join a bigger grant-making charity, having worked for the Foundation for the past two and a half 
years. As a result, the Foundation is wishing to appoint new Grants Assistant. The principal 
function of the role is to provide complete administrative support to the Grants Manager, operate 
the charities grants database (GIFTS), maintain grant records, and undertake research as 
necessary.  
 

Structure  
 

 
 

 
The Governors 

 
Secretary to the Foundation 

 
Grants Manager 

 
Programme Officer 

 
Grants Assistant 
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  PERSON SPECIFICATION  
 
Applicants should be educated to degree level, with at least two years experience in the 
voluntary/charitable sector.  The successful candidate will have excellent oral, written and 
administration skills as well as a keen eye for detail and accuracy. They will also be self-
motivated and able to manage and prioritise their work schedule. Computer literacy is essential; 
in particular familiarity with Access/Excel databases is an advantage.  
 
Flexibility and teamwork are key to this role as the successful candidate will be working as part 
of a small team.  
 
Full details of the role are set out below.  
 
Applicants should submit a CV, with a covering letter setting out how they meet the 
requirements of the role, to Andrew Woods the Assistant Secretary of the Foundation, by post or 
email to andrewwoods@clothworkers.co.uk, with an indication of current salary and details of 
two references (who will not be contacted without prior clearance from the candidate).  
 

  TERMS AND CONDITIONS  
 

Salary: £23,000 - £25,000 per annum  
 
Hours : 9am to 5:00pm, five days per week  
 
Holidays: 20 days in each full calendar year, plus 7 additional days holiday set by the Company 
each year, which are normally used to close the office between Christmas and New Year and add 
extra days to bank holidays.  
 
Travel expenses:  A travel warrant for an annual season ticket to cover public transport from 
home to Clothworkers Hall (this will be a taxable benefit).  
 
Health care: Membership of the Company's health care/dental care schemes at the satisfactory 
completion of the probationary period, which is generally six months (this will be a taxable 
benefit).  
 
Pension: Option to join the stakeholder pension scheme to which the Company will contribute 
10% of basic salary subject to a minimum contribution by the employee of 4% of basic salary. 
Eligibility will commence at the satisfactory completion of the probationary period.  
 
Life cover:  Six times salary.  
 
Permanent health insurance: 75% cent of salary on ill-health.  
 
Normal retirement age: 65 
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  JOB DESCRIPTION 

 
Overall Role Objectives 
 

1. To undertake the day to day operational tasks of the charities grants database (GIFTS), 
and to ensure its efficient running and the accuracy of all grants records. 

2. To assist and support the Grants Manager in his/her primary responsibility of managing 
the proper and effective charitable grant-making of the Clothworkers’ Foundation and 
associated trusts. 

3. To provide complete administrative support to the Grants Manager.  

4. To provide clerical/administrative cover for the Grants Manager in his/her absence from 
the office. 

______________________________________________________________ 
 
Main Tasks 
 

·  To undertake administrative tasks for the Grants Manager. 
 

·  To ensure the effective day to day running of the GIFTS database, referring where 
necessary to the Grants Manager, IT department and the database supply company.  

 
·  To prepare reports on the Foundation’s activity as directed by the Grants Manager and/or 

Secretary to the Foundation. 
 

·  To manage the manual filing system to ensure all records are updated and archived in 
consultation with the Grants Manager and the Archivist. 

 
·  To prepare GIFTS reports and statistical and analytical data as and when required by the 

Grants Manager. 
 

·  To enter all appeals on to the database and ensure all appeal records are kept updated.   
 
 

·  To participate in preliminary assessments of applications with colleagues prior to 
submission to the Grants Committee 

 
·  To arrange visits to applicants by members of the Livery Company 

 
·  To assist the Grants Manager in preparing appeal assessment reports and financial data 

sheets. 
 

·  To be responsible for ensuring that grant recipients submit progress reports and audited 
accounts on time; referring to the Grants Manager where necessary.  This will include 
using GIFTS to: administer the payment of grants approved; generate monthly reports on 
overdue progress reports/audited accounts; monitor the status of grants approved but 
awaiting progress before payment; generate letters to chase overdue reports/accounts; 
record received reports on to the GIFTS database. 
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·  To assist the Grants Manager with the preparation of agendas, minutes and related 
papers for the Grants Committees. 

 
·  To sort all incoming mail and refer relevant correspondence to the Grants Manager and 

respond to incoming telephone and email enquiries, liaising with the Grants Manager. 
 

·  To ensure that the Foundation’s website is updated on a monthly basis, referring to the 
Grants Manager where needed. 

 
·  To allocate work priorities and meet deadlines as directed by the Grants Manager. 

 
·  To proactively keep abreast of developments in the Charities Department. 

 
·  To perform such other duties as the Grants Manager or the Secretary to the Foundation 

may require from time to time. 
 
 


