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Volunteer Role Description Template



	Volunteer role title: Funding Administrator

	Work Location: Remote

	Division/Department: Funding Team

	Reports to: Idris Patel

	oFull-time
o Part-time
nVolunteer
	Hours Required: 3 per week

	
Overview of Role:

As a Funding Administrator, you play a key role in supporting the charity’s fundraising and grant management activities. The role involves assisting with the preparation, coordination, and administration of funding applications to help secure financial support for projects and services.

Essential Duties and Responsibilities:
· Maintain accurate electronic and paper records of applications, contracts, and correspondence.   
·  Support the preparation and submission of funding applications and supporting documentation 
· Maintain an up-to-date funding calendar with application deadlines and reporting dates. 
· Monitor the progress and status of submitted applications. 
· Help prepare funding reports, evaluations, and impact updates for funders.
· Maintain accurate electronic and paper records of applications, contracts, and correspondence.
· Help prepare funding reports, evaluations, and impact updates for funders.

 Key Responsibilities:
· Assist in identifying potential funding opportunities, grants, and charitable trusts. 
· Update databases and spreadsheets relating to funding activity 
· Ensure all funding documentation is stored securely and compliantly.
· Support the tracking of grant income, expenditure, and project outcomes.


	Education and/or Work Experience Requirements: 
· Good attention to detail and accuracy. 
· Ability to manage multiple tasks and meet deadlines.
· Ability to maintain confidentiality and handle sensitive information professionally.
· Administrative and organisational skills.
· Desirable: Previous experience supporting funding, grants, or fundraising activities. 
· Desirable Understanding the voluntary/community sector.
· 



	Contact details - recruitmentandtraining@supportinghumanity.org for any queries please contact Shaheen 07877891852
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