
   
The Access to Justice Foundation 

Grants Manager 

Salary:                      £40,000 (plus 3% pension contribution)  

Contract:                   Full time (applications for part time and/ or flexible working are welcome) 

Responsible to:        Programme Director 

Location:  Central London (occasional travel required) 

Hours:   9am – 5.30pm (occasional evening work required) 

Annual leave: 25 days plus bank holidays 

Start date:  April 2020 

Closing date:  12 March 2020 at 5pm 

Interview date:  19 March 2020 

The organisation 

The Access to Justice Foundation (the Foundation) is a national charity solely focused on improving 
access to specialist legal advice and representation for vulnerable people. We achieve this through 
increasing funds coming into the sector and making grants to increase the reach of organisations 
seeking to improve access to justice. We are an independent funder supported by the legal 
profession.  

The role 
We are currently seeking a highly motivated and enthusiastic Grants Manager to play a key role in the 
Foundation’s grant making programme. 
 
This is an exciting opportunity to play a pivotal role in supporting and developing access to justice for 
vulnerable people across the UK. Reporting to the Programme Director you will provide effective 
support to our grantees and potential grantees, ensuring the effective management of grants and 
helping grantees maximise their impact 
Job Description 

Key tasks 

1. To act as the main point of contact between the Foundation’s grantees, potential grantees and the 
Foundation 
 

2. To work with the Programme Director and the Chief Executive, managing the Foundation’s grant 
making programme across England, Wales and Scotland including - 

 
• Providing advice and support to potential grantees making applications to the Foundation, 

managing expectations where appropriate  

• Efficiently administering the grants application process through -  

o Carrying out initial assessments of grant applications  

o Working with the Chief Executive to make recommendations to the Grants Sub-
Committee 

o Undertaking visits and meetings with charities to evaluate projects as part of the 
application and monitoring process and creating comprehensive follow-up reports 



   
3. To manage relationships with grantees including - 

o Building relationships with grantees including holding regular meetings face to face or by 
phone  

o Working with grantees to ensure compliance with our grant reporting process 

o Collating feedback, data and information to monitor performance and impact 

o Drafting reports to the Programme Director, Board of Trustees, Ministry of Justice and 
other stakeholders  

o Maintaining quality data records on grant activity and relationships with charities, primarily 
via the Foundation database 

o Ensuring funded organisations are supported to meet their obligations under their grant 
agreements, including in relation to reporting 

o Providing opportunities for the grantees to work collaboratively (including through the LIP 
Network) for the purpose of learning from each other  

4. To deputise for the Programme Director where necessary 

5. To work with our external monitoring and evaluation specialist  

6. To carry out such other tasks as the Programme Director or Chief Executive may from time to 
time deem necessary 

Person Specification 

Essential 

1. Understanding and experience of grant making and monitoring processes 
2. Excellent verbal and written communication and skills 
3. An ability to develop and maintain strong networks 
4. Excellent at building relationships with a wide variety of external stakeholders 
5. Accuracy and attention to detail 
6. Strong organisational and project management skills with the ability to meet challenging deadlines 

and targets 
7. Strategic thinker with a hands-on, “can do” attitude, with the motivation and interpersonal skills to 

succeed and work effectively as part of a close-knit team 
8. Strong IT skills, including MS Office applications and database management 
9. A demonstrable commitment to the aims and objectives of the Foundation 
10. Understanding of evaluation frameworks and the purpose of evaluation. 
11. Discreet, with ability to manage sensitive data in a confidential and appropriate manner  
12. Methodical and able to meet agreed deadlines  
13. Flexible approach to changing circumstances, prepared to re-order priorities when required  

Desirable 

1. Familiarity with the legal and/or charity sectors 
2. Experience of charitable trusts and foundations 
3. An understanding of the issues facing organisations working in the access to justice sector 
4. Experience of writing grant/bid applications  

To apply please send your CV, a cover letter setting out how you meet the person specification 
(two pages maximum) and a completed monitoring and evaluation form (not compulsory) to 
Rebecca Wilkie (rebeccawilkie@atjf.org.uk) by 5pm on 12 March 2020. Interviews will be held 
on 19 March 2020. Please tell us in your application if you are unable to make this interview 
date as we may be able to accommodate you. 
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