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   Grants and Programmes Officer
   Candidate Recruitment Pack














	

Thank you for your interest in working at the Woodsmith Foundation. 

The team of four at the Woodsmith Foundation consists of me, Rebecca, our Grants and Programmes Manager and two Community Connectors, Helen working in Dormanstown and Mark in Whitby. 
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	We now need to find a new member of the team who will be just as passionate  as we are about the area we work in and the people we work with. We love bringing people together around a common purpose to create new opportunities and provide the momentum for positive, sustainable social change. We also want to support a capable and confident Voluntary, Community & Social Enterprise (VCSE)sector. We do this through facilitating a fair and equitable grants process to provide funding, but we are keen to support VCSE workforce development too. This role will play a part in helping us understand the opportunities for supporting leadership in the sector including a possible new entrants development programme similar to Time to Shine run by the Rank Foundation. 

The Grants and Programmes Officer will support the Grants and Programmes Manager to effectively manage and monitor grants, and provide administrative support. Alongside this we would like you to lead your own project researching and developing approaches to support new entrants to the VCSE sector, emerging and current leaders, community leaders and youth leaders. This role will also take a lead in creating new marketing and communication approaches to improve reach into the VCSE sector to support these two tasks.  You’ll need to be confident talking to lots of different people, eager to understand more about the local voluntary sector and how we can support them, and have a desire to make things better for people living in our area.

We are a small team with big ambitions so we are looking for someone who is happy to be flexible, provide excellent administrative support, but also make their own contribution to helping us shape the work of the Foundation. 

This is an exciting time to join a growing Foundation as we test and trial ways to support and resource local people, organisations and communities to increase opportunities and tackle disadvantage. We have plenty of learning and listening to do – our new team member will need energy, enthusiasm and ideas to contribute to our work and we hope they will develop and grow to enable them to go on and secure employment within the charity sector. With the Time to Shine programme offering you the leadership and development experience to go on and secure the perfect role for you. 

If you are looking for a new challenge and wanting to take that next step into a new sector whilst engaging with an excellent opportunity for leaderships skills this might be the role for you. The work of the Foundation is exciting – we can create positive change with communities we support. If this sparks your curiosity and inspires you to find out more, then we would love to hear from you. 

Best wishes,
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Leah Swain
Chief Executive, Woodsmith Foundation






About the Woodsmith Foundation
The Woodsmith Foundation is a place based funder and our area of benefit covers the Borough of Redcar and Cleveland, the former Borough of Scarborough and the North York Moors National Park. The Foundation’s annual donation from the owner of the Woodsmith Mine, Anglo American, and Anglo American Foundation is £1m a year, increasing to an estimated c£5m when the mine goes into production. The intention is to create an endowment fund over the next 100 years to ensure the Foundation continues to provide local funding after the mine closes. As we shape our plans we are mindful of creating short and medium term impact, yet staying focussed on long term goals and generational change. 
Our charitable objectives are:
	
[image: ] Advance education, including supporting projects and training that benefit people by enhancing their skills
[image: ] Promote the general health of the community
[image: ] Advance environmental protection and improvement including the enhancing of the local landscape
[image: ] Provide and improve facilities in the interests of social welfare and leisure time with the aim to improve residents' well-being
[image: ] Help gain skills to those in need, because of financial hardship by being out-of-work, particularly the long-term unemployed
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You can find out more about the Foundation and our current funding on our website www.woodsmithfoundation.org.uk noting we are in the process of updating it to better reflect revised 2026 priorities and approaches. 



The Role:
	

Grants and Programmes Officer

	Time to Shine Standard salary of £26,228 p.a 
Full time 37.5 hours per week 
Hybrid working – Minimum of 3 office days Central Redcar office




This is an exciting chance to gain a full year of hands-on experience working with a place-based funder. You will be learning how funding decisions are made and how grants are administered to create real impact in local communities. You’ll not only develop practical skills in project delivery and grant management, but also build a strong understanding of the voluntary, community and social enterprise (VCSE) sector.

In addition to supporting grant administration, you will lead your own project from start to finish. This will involve conducting research, engaging with local organisations and sector leaders, and producing a clear, actionable plan that addresses a real need in the sector and how the Foundation can look to ease that need. You’ll have the autonomy to shape your project while receiving guidance and support from the Chief Executive and Grants and Programmes manager, giving you the perfect balance of independence and mentorship.

As part of this role, you will join the Rank Foundation’s Time to Shine Leadership Programme, a nationally recognised initiative designed to nurture future leaders in the charity sector. You’ll be part of a cohort of 55 emerging leaders across the UK, benefiting from tailored training, mentoring, and peer support. This programme will help you develop your leadership potential, grow your confidence, and prepare you for future roles within the VCSE sector.

If you are currently unemployed or under-employed, this opportunity offers a supportive and structured pathway to gain valuable experience, expand your professional network, and make a meaningful difference in communities

We all work flexibly between home, at our Redcar office or in the community. So you will need to be self-sufficient and able to manage your own workload. We encourage applications from people near the start of their career who want to develop with a new organisation, people who are currently underemployed looking for a change of career, or those returning or joining the workforce and are looking for a new challenge. We look for employees who have the ability to engage with a wide range of people, a supportive manner and a genuine passion for the work we do. This is a great opportunity for someone who is as excited as we are about making positive change across our area of benefit.

Please read the Time to Shine Programme guide on our website before starting your application and ensure you meet the criteria listed. 


	The closing date for applications is 10am on Monday 2nd February 2026
Interviews will be held at our Redcar office in the Palace Hub on 16 February.








Job Description – Grants and Programmes Officer

	General Information


	Report to:
	Grants and Programme Manager

	Salary:
	Time to Shine Standard salary of £26,228 p.a

	Hours:
	Full time 37.5 hours per week 

	Contract:
	12 month fixed term contract 

	Benefits:
	Annual leave – 25 days plus public holidays 
Pension – Work place pension 

	Location:
	Hybrid with 3 days in our Redcar office per week.  As part of the Time to Shine Leadership course there will be substantial travel including some over night stays. There will also be additional and regular travel across the area of benefit with travel expenses paid at HMRC approved mileage rates. It is essential that you have access to your own vehicle.

	Review:
	This role has a three month probationary review period.



	Role Purpose


	The Grants and Programme Officer will play a vital role in ensuring the smooth and efficient delivery of our new small grant funding programme and will also lead researching and developing approaches to support new entrants to the VCSE sector, emerging and current leaders, community leaders and youth leaders. This role will also take a lead in creating new marketing and communication approaches to improve reach into the VCSE sector to support these two tasks. 

	Responsibilities 


	Assist the Grants and Programmes Manager to implement and deliver a new small grants programme by:

· Maintaining and updating grant management systems, ensuring data accuracy and integrity.
· Logging grants on grant management system (Salesforce).
· Preparing and sending outcome correspondence to applications.
· Collating payment information and assist colleagues in preparing payments.
· Assisting in tracking grant progress, collecting monitoring reports and providing feedback to grant holders.

Research and develop proposals for leadership programmes and approaches for the VCSE in our area of benefit by:
· Taking part in all Time to Shine activities and support offered by Rank Foundation.
· Bringing the learning back to our area of benefit, understanding the local context and exploring with VCSE organisations and others their workforce development needs in partnership with the local infrastructure organisation.
· Completing desk research on private and public sector, VCSE, community and youth leadership opportunities that exist and reporting on the advantages and disadvantages of each.
· With the support of the Chief Executive, developing option papers for how new entrants to the VCSE, emerging and current leaders, community leaders and youth leaders might be encouraged, nurtured, empowered and supported by the Foundation in the future.
· Testing preferred options with the Foundation’s Learning Partner and Trustees to develop concepts further and prioritise actions.
· Creating a final report, recommendations and draft action plan. 
Alongside our marketing support from Anglo American and with the Grants and Programmes Manager, deliver new marketing and communication activities to improve the Foundation’s reach into the VCSE sector by:
· Advertising the work of the Foundation on social media by creating and resharing content.
· Trialling the creation and management of a Foundation newsletter.
· Attending events to share the work of the Foundation.
Additional duties will include:
· Provide general administration support e.g. workwear orders, room bookings and diary management.
· Working alone and with others to problem solve and make recommendations.
· Undertake other duties related to the work of the Foundation. This is not meant to be an exhaustive list of duties. The need for flexibility is required. We are a small team and the post holder is expected to carry out any other related duties that are within the employee's skills and abilities whenever reasonably instructed.


	Person Specification


	
Essential:
· Highly organised with good administrative skills, excellent attention to detail and the ability to prioritise tasks
· Experience of researching topics and creating reports
· A confident communicator, both written and spoken
· A solutions focussed approach to work and ability to work on own initiative 
· Curiosity about social issues
· A bright, positive attitude and a desire to make life easier for others; as part of our small team and externally with applicants and stakeholders. 
· Great interpersonal skills and an ability to build positive and productive relationships with clients and grantees across a range of different types of organisations
· Familiarity with the local area (Borough of Redcar & Cleveland, former borough of Scarborough and North York Moors).
· Proficient in Microsoft Office applications
· Understanding of main social media platforms e.g. Linked in, Instagram and Facebook
· Commitment to engage fully in the Time 2 Shine Leadership programme including attending all meetings and residentials which will include overnight stays. Dates will be provided in advance and all expenses will be paid
· Will be over 18 as of 1st April 2026 – required by Rank Foundation
Desirable:
· Experience of online databases or client relationship system
· Experience of running  webinars and/or in person events
· Experience of working on projects and delivering to deadlines

Other:
· Full driving licence as public transport across the area of benefit is limited and travel will be extensive.
· Must have access to a car or similar that is available and insured for business use.
· Flexibility to travel regularly and to work occasional evenings or weekends to meet business need. The Time to Shine programme includes mandatory residentials.
· Space to work at home with good broadband (we can help you set this up) for the days you are not in the office.


	


Benefits
Flexible and hybrid working – This role will be office based and work from our Redcar office a minimum of 3 days a week. There will be some flexibility to work from home and time spent at  meetings and events. To make this work the successful candidate will need to live within a close distance of our Redcar office. We would expect the role holder to travel to the office base at their own cost and travel time on those days would not be in working hours. Any additional travel during the week would be reimbursed as expenses and within working hours. We expect the role holder to have a working pattern that meets the needs of the Foundation and in return the Foundation offers flexible working hours. Our working week is 37.5 hours.
Annual leave – The Foundation offers 25 day annual leave plus public holidays. 
Pension - We have a work place pension into which all employees will be automatically placed. Company contributions and minimum employee contributions are in line with the current government guidance on minimum pension contributions.
Recruitment timetable
	Recruitment live
	Monday 5th January 2026

	Closing date for applications
	5pm on Monday 2nd February 2026 

	Interview date
	16th February 2026



How to Apply
Please apply with a CV and covering letter by the closing date. In the covering letter please tell us:
· how you meet the job description and person specification. To do this look at each of the person specification bullet points and write a few sentences about how you can demonstrate you could do that
· your reasons for applying for this role
· whether you have the right to work in the UK
·  if you are unemployed or identify yourself as underemployed. As per the Time to Shine programme requirements we can only employ someone who identifies themselves as being either currently unemployed or underemployed. Rank Foundation defines underemployed as ‘an individual working below their current skillset or training.’
· that you understand the requirements for travel and overnight stays
· you are over 18 as of 1st April 2026 as this is a requirement of the Time to Shine programme.
· your notice period if you are currently employed
· the contact details of two people who can provide a reference for you
Your application should be sent to info@woodsmithfoundation.org.uk
If you’re excited about this role but worried you don’t tick every box, please don’t let that hold you back. Many people underestimate their skills! Why not give Rebecca Wagner a call on 07756 395535 or email rebecca.wagner@woodsmithfoundation.org.uk for a friendly chat? She will happily talk through the role and help you decide if it’s the right fit for you.
The Foundation is committed to inclusivity and representing the diversity of the communities we serve. We therefore welcome applications from all backgrounds and all sections of the community. Applicants will be treated fairly throughout the recruitment process and we will ensure there is no unfair discrimination on the basis of race, ethnic origin, disability, gender, religion or belief, age, sexual orientation or any other relevant characteristic. 
We look forward to hearing from you.
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