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Recovery & Resilience Programme Grants Officer (fixed-term contract)

	Post
	Recovery & Resilience Programme Grants Officer

	Location
	This post will involve hybrid working from home and office

	Salary
	£29,168-£32,151 per year pro rata + pension (currently 11.5% employer contribution). Our expectation is to appoint at the entry level of the salary scale unless there are exceptional circumstances.

	Length of contract
	Fixed term to 31st December 2027

	Hours
	Our preference is part-time, 28 hours per week (excluding meal breaks), however we can consider other part-time hours or a job share.

Please provide an indication of your preferred working hours in your cover letter

	Leave entitlement
	25 days pro rata per year, plus 10 public holidays pro rata

	Probationary period
	3 months

	Closing Date
	Monday 11th August 2025 at 12noon

	Interviews
	Interviews will be held on Tuesday 19th August 2025



Purpose of post:

[bookmark: _Hlk100672839]Thanks to funding from Foundation Scotland, Development Trusts Association Scotland (DTAS) is developing a new £5 million funding programme exclusively for our members. The Recovery and Resilience Programme (RRP) aims to serve three core purposes:
1. To proactively support the recovery and long-term resilience of DTAS members 
2. To help DTAS members gain stability, build capacity and future-proof their operations
3. To prevent DTAS members escalating into crisis

The Grants Officer is a new role which will support the delivery of the RRP. We are looking for someone who is highly organised, motivated and digitally confident, with a good understanding of grant making. This post is for a people person who enjoys interacting with a range of individuals and organisations, understands the elements that make resilient community organisations and wants to drive forward our vision for a strong, thriving community sector.

This opportunity is for a fixed-term to 31st December 2027.




Summary of main tasks

Grant administration
· Act as first point of contact for all enquiries relating to the RRP
· Maintain all grant management documentation including members’ self-assessment form, application form, guidance notes and monitoring and evaluation reports
· Support members to complete self-assessments and applications
· Carry out due diligence on members’ self-assessment and applications and provide feedback as required
· Compile reports for grant decision-making panel
· Facilitate grant decision-making panel, coordinate the preparation of agenda and papers, take minutes of meetings
· Disseminate outcomes of panel meetings internally and provide feedback to RRP applicants
· Administer grant offers 
· Support the Central Support Services team to manage RRP grant finances 
· Coordinate monitoring and evaluation reports
· Ensure all grantee documentation is up-to-date, complete and accurate and any contractual requirements are being met
· Update and monitor project tracking tools including the Salesforce database
· 

Other duties
· Build effective relationship with Foundation Scotland and other key stakeholders
· Support the delivery of the DTAS annual conference and other DTAS events
· Carry out any other duties relevant to the post.

The post-holder will be part of the Member Support team but will work across the organisation and with colleagues in the Central Support Services team, Community Ownership Support Service and Democratic Finance Scotland. 


Person Specification

Skills & experience
You will have:
· A minimum of two years grants or project management experience, ideally in the third sector or community environment
· Knowledge of the grant management cycle, including contracting and monitoring and evaluation
· Experience of using client relationship management systems or databases
· Experience of managing external enquiries
· Experience of working with voluntary committees or boards in a support role
· Understanding of the community / third sector
· Experience of carrying out due diligence or assessing applications (desirable)



Personal attributes
You will be:
· An exceptional administrator, highly organised with strong attention to detail
· A good communicator, with a friendly and approachable manner, able to communicate with a range of people
· Problem-solver, able to use initiative and be proactive
· Highly motivated, committed and enthusiastic
· Very digitally confident, skilled in using IT systems, software and databases 
· Driven to make a difference and build resilience within community-led activity

Benefits
· On-the-job training and relevant formal training
· 25 days of annual leave, plus 10 days of public holidays (pro rata for part-time employees) and an additional 3 days of fixed leave during Christmas
· DTAS pension scheme with an employer contribution of 11.5%
· Employee wellbeing group with all-staff activities, plus a personal wellbeing budget 
· Flexible working


To Apply for the Post:

[bookmark: _Hlk202264421]If you are keen to be considered for this opportunity, please email kay@dtascot.org.uk with your CV and a covering letter detailing your reasons for applying and specific experience to match the criteria above by no later than 12noon on Monday 11th August 2025. 

Interviews will be held on Tuesday 19th August 2025. These will be in person in our Edinburgh office but we can consider requests for Zoom interviews if required. Please confirm your preference in your covering letter.

If you have any questions regarding your application, or would like an informal conversation, please contact Felix Spittal, felix@dtascot.org.uk, Head of Member Support.

The personal data you provide in connection with this application will be used solely for the purposes of recruitment / selection.

DTA Scotland is committed to equity, diversity and inclusion.

This position is funded by:
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Background information:

Development Trusts Association Scotland (DTAS) is an independent, member-led organisation which aims to promote, support and represent development trusts in Scotland. Established in 2003, DTAS now has over 350 development trust members, which makes it one of Scotland’s largest and most dynamic community-led networks. Our office is based in the Dalry area of Edinburgh, a short walk from Haymarket Station.

A development trust is a community-owned and led organisation. They aim to create social, economic and environmental renewal in a defined geographical area, creating wealth within that area and keeping it there. They are diverse in nature: large and small, rural, and urban, mainland and island based.

DTAS provides information, advice and support, and facilitates our development trust network. We run an annual conference, produce publications and resources, and provide a suite of peer-to-peer learning, training and support interventions. We also operate our Community Ownership Support Service which supports the transfer of public assets to community organisations and Democratic Finance Scotland, a programme of support for community and social enterprises to consider alternative methods of raising finance.



The personal data you provide in connection with this application will be used solely for the purposes of recruitment / selection
DTAS is committed to equity, diversity and inclusion
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