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Grants Officer

Oxfordshire Community Foundation

Oxfordshire Community Foundation (OCF) is a charity that builds thriving communities
through effective philanthropy, matching investment to the needs of small charitable
groups. We fund around 200 grassroots organisations each year, giving around £2m
annually to tackle priority issues. These organisations offer excellent value for money but
often go under the radar of funders because they are too small to afford comms and
fundraising.

In 2023 we published the second edition of , our flagship report
that sets out priority need areas for Oxfordshire over the coming years. Our county’s
wealth, success and beauty hide a number of serious social problems, including poverty,
poor education and health, crime, and homelessness. The pandemic and the current huge
increases in the cost of living have made these issues worse, while the climate crisis is
becoming ever more urgent.

We received an ‘A’ rating in an independent assessment of transparency, accountability
and diversity by the and we are an accredited member of

, @ network of foundations across the UK. We work with
philanthropists, businesses and the public sector, pooling their funds so that they can
make a bigger difference together.

We are a small, friendly team. OCF is committed to creating an inclusive working
environment where everyone can flourish whilst contributing to our mission. We warmly
welcome applicants from across the rich diversity of Oxfordshire, including those with lived
experience of local social and community issues. We support flexible working and are
proud to be an official employer.

The role

OCF is seeking a Grants Officer for the effective delivery of grants to charities and
community organisations in Oxfordshire. Through the distribution of grants and donations,
we support groups working tirelessly alongside communities experiencing disadvantage and
hardship to build resilience and create opportunities for growth.

The Grants Officer is a key role supporting our grant-making systems, grants strategy and
growth plans. We run grants rounds throughout the year to channel funds to the voluntary
sector in Oxfordshire. In addition, we support OCF fundholders to disburse donations
effectively and reliably to local organisations. You will be helping with the promotion of our
grants rounds, processing grant applications received from charitable organisations,
responding to enquiries from applicant organisations, completing grants assessments,
tracking and reviewing monitoring and creating reports. Training will be provided.
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https://oxfordshire.org/giving/oxfordshire-uncovered/
https://www.foundationpracticerating.org.uk/
https://www.ukcommunityfoundations.org/
https://www.ukcommunityfoundations.org/
https://www.oxford.gov.uk/info/20027/welfare_reform/1011/the_oxford_living_wage/2

Accountable to: Head of Grants and Inclusion

Key relationships: community groups and charities applying for grants, staff, trustees,
donors

Salary: £28,300 (full time)
Hours: full-time at 35 per week (part-time will be considered)
Type of contract: Permanent.

Other benefits:
e 28 days holiday (including 3 days paid leave for Christmas week office closure) + 8
Bank Holidays
e 5 paid volunteering days
e Health cash plan including cashback on medical appointments, free counselling,
24/7 access to GP prescription service, supermarket and gym discounts.
e 4% pension, increasing to 5% after five years.

Place of work: OCF office at 3 Woodin’s Way, Oxford (less than 10 minutes’ walk from
Oxford bus and rail stations) with hybrid working options. Mondays and Tuesdays are the
all-staff days in the office and a third day is encouraged. The candidate would be expected
to visit community groups on at least one additional day a week. Parking permits available
for shared parking spaces.

Preferred start date: as soon as possible

You are a passionate advocate for the great work done by grassroots community groups
and charities. You likely have insight into their work having been a volunteer, trustee or
staff member, and/or having benefited from the work they do. You know it’s not easy
applying for funds, and you're excited about helping every group to have a fair
opportunity by ensuring OCF is inclusive and accessible. You enjoy interacting with people
both in person and virtually, getting to understand the work they do. You are also a
details person, committed to careful record-keeping and task-management to ensure that
OCF provides an excellent level of service to groups. You are a proactive problem-solver
and a team player who enjoys being part of a small organisation and getting things done
together.

Grants programmes and fund distribution

Maintaining the database for grant applications and funding programmes, and
producing grant reports from the database (Salesforce experience is desirable,
but training will be provided)

Handling email and telephone enquiries from grant applicants, recipients and
potential applicants

The administration of funds and grants programmes (grants rounds) and their
criteria, including carrying out due diligence processes and grant application
assessments.

Following up with reference checks for applicant organisations
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Supporting grants panels and Grants and Impact Committee administration,
including taking meeting notes

Monitoring the delivery of funds and grants programmes, tracking applicant
activity against funder requirements

Conducting impact reporting on funding and grant programme achievements

Providing feedback for unsuccessful grant applicants

Community engagement

Visiting groups to understand their work and their funding needs and attending
events to learn about needs and opportunities for grassroots charities in
Oxfordshire

Acting as an ambassador for OCF at community events

Supporting a range of community engagement activities (consultations,
webinars, in-person events)

Working with OCF’s marketing team to produce reports that demonstrate the
difference our funding makes

Helping to build OCF’s reputation and raise our profile with stakeholders

Donor care

Supporting the account management of donor named funds to deliver the fund'’s
aims and to ensure productive and long-lasting donor relationships

Supporting donor care activities, such as organising project visits or stakeholder
events

Identifying and collating information to provide impact and other reporting to
donors

Supporting other OCF activities as required in line with the job purpose and role.

Essential:

Experience of managing external enquiries in a professional setting, and
capable of engaging confidently in meetings with an organisation’s
stakeholders

Effective written, verbal, report-writing and presentational communication
skills, with a high degree of accuracy and attention to detail

Administration techniques and knowledge of monitoring and reporting processes

IT literate, including Microsoft Word, Excel and Outlook; experience of Salesforce
would be ideal

Strong organisational skills with a logical and systematic approach to tasks,
and the ability to manage your own workload

Able to carry out basic research
Understanding of due diligence and related processes



Able to represent OCF professionally and effectively in an external environment
An understanding and/or practical experience of charitable grant-making
and/or donation processing (this can be from an applicant perspective)

Desirable:
An understanding of local social and community issues and the charitable sector
Lived experience of social economic factors: (Personal or professional)
Successful account or relationship management experience
A driving licence

An intrinsic part of this job is visiting community groups and therefore a willingnhess and

ability to travel regularly around Oxfordshire to visit groups is essential. OCF pays travel
expenses outside of the normal commute to work.

Some community group events happen in the evenings and occasional attendance at
these will be required. Attendance is also required at the quarterly Grants and Impact
Committee as minute-taker, which takes place in the evening due to volunteer availability.

In total, the successful candidate would have on average one evening event a month and
this can be planned well in advance.

Application Process

To apply, please submit a curriculum vitae and a word document with your answers to
these three questions (answer in maximum 150 words per question):

1. Describe an achievement you're really proud of
2. What about this job appeals to you, and why?
3. Tell us a bit more about your experience with grassroots community groups or
charities
Please send these two documents to:
The closing date is 11pm on 11th September 2025.

The first assessment will be virtual in the week commencing 22nd September.

The second assessment will be in person at the OCF office in the week commencing 29th
September

The assessments will be a mixture of tasks and conversations.

To find out more about our work, visit

For any queries about the role, please contact

Please let us know when you apply if you have a disability and require any reasonable

adjustments to the interview process. We are proud to have disabled staff and are fully
committed to providing adjustments.
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