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FIELD OFFICER

JOB DESCRIPTION 

The Field Officer is employed by the City Parochial Foundation Trustee and undertakes work for both for the City Parochial Foundation (the Foundation) and Trust for London (the Trust). 

The purpose of the post is, with other staff, to assist and advise the Foundation and the Trust on funding policies, priorities and procedures including monitoring and evaluation, and learning from the work, so that grant decisions can be as responsive and appropriate as possible. 

The Field Officer is a member of the grants team, which comprises the Chief Executive, Principal Officer (Policy and Grants), Principal Officer (Programmes and Evaluation), two other Field Officers, and members of the administration team.  The aim of the grants team is to work as imaginatively as possible to ensure that the grants and the practices involved in making, administering and monitoring and evaluating them, meets the Foundation’s and Trust’s missions.

The Field Officer reports directly to the Principal Officer (Policy and Grants) to whom he/she is accountable for all aspects of their work, or in his/her absence the Principal Officer (Programmes & Evaluation).

The key tasks of the post are:

(i) to promote the priorities and policies of the Foundation and the Trust;

(ii) to assess and make initial decisions on a wide range of applications from organisations seeking funding;

(iii) to consult and liaise with appropriate statutory and other funding bodies, especially during the funding application process;

(iv) to visit and assess voluntary organisations and projects, make financial assessments of applications, write assessment and visit reports and make recommendations to the Grants Committees;

(v) to liaise as appropriate with consultants working for the Foundation and the Trust and to be involved in managing contracts with commissioned organisations/individuals;

(vi) to act as the lead Officer for the Foundation and the Trust in certain identified boroughs and to plan and participate in meetings to establish needs and priorities;

(vii) to take a policy lead on a number of relevant poverty-related issues and to keep abreast of policy changes and write briefing reports, as appropriate;

(viii) to manage the approved grants, including the release of payments and other issues that may arise over the duration of the grant;

(ix) to undertake additional visits to these organisations in order to assess progress and to monitor and evaluate their work. If additional support is required, to ensure that this is provided by identifying appropriate second-tier support or referring to commissioned organisations/individuals; 

(x) to work with appropriate staff and others outside the organisation in the monitoring and evaluation of grants made;

(xi) to take a lead and assist in developing and implementing special initiatives;

(xii) to assist with co-ordinating learning seminars and other events.

Other tasks required:


(i)
to contribute to a range of internal meetings;

(ii) to work to the Principal Officers, the Trustees and any Advisory Group as necessary;

(iii) to work as part of a small team and to attend and contribute to Grants Team and Staff meetings;

(iv) to represent the Foundation and the Trust at external meetings;

(v) to contribute to the Foundation’s and the Trust’s regular review of their priorities;

(vi) to undertake any other relevant tasks in relation to the work of the Foundation and Trust as requested by the Principal Officer and/or the Chief Executive. 

PERSON SPECIFICATION FOR THE POST OF FIELD OFFICER

KNOWLEDGE, SKILLS AND EXPERIENCE

The person appointed must have:

a. general knowledge and at least three years recent experience of the voluntary sector, preferably in London. Additional weighting will be given to those who have experience in the grant-making world, either as a worker or as a member of a grants committee, but this is not essential;

b. a good understanding of social policy issues;

c. a good understanding of voluntary sector organisational management issues. Additional weighting will be given to those who have managerial experience in the voluntary sector, but this is not essential;

d. knowledge of other funders of the voluntary sector in London, including statutory, Lottery as well as independent trusts and foundations;

e. good communication skills, written and oral;

f. the ability to analyse and summarise policy reports and other data and to present them in a  clear and accessible form;

g. a good understanding of monitoring and evaluation issues;

h. the ability to write clear and concise reports to a strict timetable;

i. basic word processing, spreadsheet and database skills as well as the ability to use the internet and e-mail; 

j. the ability to read and interpret a basic set of accounts;

k. the ability to work in a small team;

l. a thorough understanding of and a commitment to issues of diversity and equality of opportunity in general, and as they apply particularly to funding of voluntary sector activity in London;

m. a readiness to do some evening and week-end work;

n. an education to degree level or equivalent.

In addition, the post holder will have:

a. a flexible approach;

b. good decision-making skills;

c. interest in poverty-related issues;

d. experience of consultative processes;

e. a readiness to undertake their own administration as required.
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