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Recruitment Pack: Grants Coordinator

About QEST

The Queen Elizabeth Scholarship Trust (QEST) is a charity that transforms the careers of talented and aspiring makers by funding their training and education, creating pathways to excellence and strengthening the future of the UK’s craft sector.   

To date, QEST has awarded £7.5 million to over 900 craftspeople working across the UK in 130 different craft disciplines. From papermaking to thatching, ceramic conservation to sculpture, QEST supports both contemporary and traditional craft skills, as well as innovative techniques and practices. QEST is committed to empowering the next generation to see craft as a viable, fulfilling and sustainable career. Since launching its Partnership Programmes in 2023, QEST has reached over 40,000 young people and children, enabling them to explore craft and conservation careers. QEST’s core programmes include Craft&Making Clubs with the National Saturday Club and Making the Future with Education and Employers.

QEST was founded by the Royal Warrant Holders Association in 1990 to celebrate the 90th birthday of HM Queen Elizabeth, The Queen Mother.  HM The King is the Charity’s Patron.

Job Title

Grants Coordinator

Main Purpose of the Role

To provide efficient and effective day-to-day administration and coordination of QEST’s grant programmes, supporting applicants, QEST Alumni and Skills Assessors throughout the application, assessment and grant administration process.

The Grants Coordinator will be responsible for ensuring that applications and grant records are processed accurately and efficiently, that applicants receive timely and helpful communication and advice, and that programme information and data are kept up to date.

Key Tasks and Responsibilities

The role includes (but is not limited to):
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Application and assessment administration
· Support the Grants Manager with the delivery of the two annual application and assessment rounds. 
· Administer the day-to-day application process for QEST's Scholarship, Emerging Maker and Apprenticeship programmes. 
· Co-ordinate online assessments and in-person interviews with our panel of Skills Assessors, ensuring our Skills Assessors have the information they need to complete assessments. 

Applicant and Alumni support
· Respond to routine applicant enquiries by email and telephone, providing clear and helpful information about application processes and requirements. 
· Communicate with successful applicants and support the completion of Finance Plans, Terms and Conditions and other required documentation.
· Support the onboarding of successful applicants to QEST's Cockpit Professional Development Programme.
· Maintain regular communication with, and support to, QEST Alumni whose grants are ongoing.

Grant administration and monitoring
· Support the administration of grants following award, including maintaining accurate grant records, monitoring required documentation and liaising with grant recipients, training providers and internal teams as necessary. 
· Monitor ongoing grants by sending and following up on six-monthly progress questionnaires and maintaining records of grant-holder progress. 
· Support the Grants Manager with data collection for monitoring and impact reporting, including Diversity, Equity and Inclusion reporting.
· Contribute to impact reporting and the preparation of reports for the charity and its donors.

Data and systems administration
· Maintain accurate and up-to-date applicant, assessment, grant payment and grant-holder records in Salesforce. 
· Produce routine reports and use existing dashboards to support programme administration and monitoring. 
· Support testing of system changes where appropriate. 
· Identify and report system issues to the Grants Manager and suggest improvements to systems and processes where appropriate. 

Programme support
· Maintain programme templates, standard communications and resources. Support the preparation and updating of programme information and guidance. 
· Contribute to reviews of programme administration and processes, identify opportunities for improvement and support implementation as appropriate. 
· Work with the Communications Manager and Grants Manager to ensure that information provided to applicants is accurate and up to date and reaches a diverse pool of potential applicants.


Person Specification

Essential
· Experience of providing effective administrative and programme coordination.
· Excellent organisational skills and attention to detail.
· Ability to manage multiple tasks and deadlines.
· Strong written and verbal communication skills.
· Confident and professional manner when dealing with applicants and external contacts by phone and email.
· Commitment to providing a high standard of applicant and stakeholder support.
· Good problem-solving skills and the ability to recognise when an issue needs to be escalated.
· Ability to take initiative and use sound judgement within established procedures.
· Ability to work accurately with databases and digital systems.
· Ability to work independently and as part of a small team.

Desirable
· Experience of working in a charity, grant-making, education or creative/craft organisation.
· Experience of working with CRM systems (Salesforce preferred), online forms and databases.
· Experience of application, assessment or grant administration.
· An interest in craft and/or QEST’s charitable objectives.

Working Relationships

The Grants Coordinator will work closely with:
· Grants Manager
· Communications Manager
· Applicants and QEST Alumni
· Skills Assessors
· Other QEST colleagues
· External suppliers, where appropriate
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Role: 	Grants Coordinator, reporting to the Grants Manager 
Hours:	3 days per week
There may be occasional evening or weekend work for which time off in lieu will be given.
Location:	This is an office-based role.  
The Office is at No.1 Buckingham Place, Victoria, London SW1. 
Salary:	£30,000 per annum pro-rata 
Notice:	The initial three months of the appointment will be regarded as a probationary period. During this time one weeks’ notice of termination may be given in writing by either party. On successful completion of the probationary period, the notice period to end the employment would be three months in writing by either party. 
Holidays:	The entitlement to paid annual leave in the holiday year which runs from 1 January to 31 December, is 25 days, in addition to 8 bank and public holidays pro-rata.
Sick Leave:	Statutory sickness benefits apply.
Pension:	Statutory workplace pension benefits apply (on completion of three-month probationary period).
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Please submit your CV and cover letter outlining your experience and interest in the role to jobs@qest.org.uk by 5pm Monday, 5th October. Please include the job title within the email subject line.

We particularly welcome applications from candidates who consider themselves under-represented in the arts, crafts or education sectors.
 
If you need this information in a different format, please email jobs@qest.org.uk. We prefer applications to be emailed but if you wish to submit a paper application, please send to Emma Sims at QEST, 1 Buckingham Place, London SW1E 6HR. 

Interviews, preferably in-person, will take place on the 12th and 13th October, with a start date to be agreed (ideally November).

Please note that you will only be contacted if you are invited for interview.


QEST Policies

Data Protection
All applications will be processed in accordance with General Data Protection Regulations (GDPR). All applications will be held for a period of six months for the purposes of consideration for future roles, after which point they will be securely destroyed. If you do not wish for your application to be held for this duration then please notify us by emailing; info@qest.org.uk

QEST is a UK-registered charity (no 1152032) and company limited by guarantee in England and Wales (no 08339899). 
QEST’s Privacy Policy can be seen here.

Inclusion, Diversity, Equity, and Access Statement
We believe that diversity of all kinds enriches our organisation and the broader craft and conservation sectors. We are committed to working tirelessly to become an inclusive, welcoming and supportive organisation, and we recognise that historical and structural inequalities, as well as explicit prejudices and preconceptions, can create additional barriers for people from marginalised or underrepresented communities.
QEST’s Inclusion, Diversity, Equity, and Access statement can be seen here.

Safeguarding
We are committed to ensuring the safety and wellbeing of everyone involved in our organisation and the work we do. We believe that everyone, especially children, young people, and anyone in vulnerable circumstances, has the right to be kept safe from harm, abuse, and exploitation. 
QEST’s Safeguarding statement can be seen here.
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