
 
 

GREENWICH & BEXLEY COMMUNITY HOSPICE 
JOB DESCRIPTION 

 
JOB DETAILS: 
 
Job Title:   Trusts & Foundations Manager 
 
Hours:    21-28 hours per week depending on suitable candidate  
 
Salary:     Band 6; £30,863 - £40,442 
 
Department:   Fundraising 
 

Reporting to:   Head of Fundraising  

 

Accountable to:    Director of Income Generation 

 
Location: Flexible working from home and at the Hospice 

Greenwich & Bexley Community Hospice 
185 Bostall Hill, Abbey Wood, London SE2 0GB 

 

 
JOB PURPOSE: 

This is an exciting opportunity to take the lead in shaping the strategy for Trusts and 
Foundations fundraising, to deliver substantial growth as a key member of the wider Income 
Generation team.  

We have an established portfolio of Trust funders, and the post-holder should have the 
confidence and experience to maximise income from these whilst developing new funding 
opportunities. You will solely be responsible for Trusts and Foundation applications and 
cultivating relationships with funders. You will work to maximise on the grant needs of the 
Hospice whilst working with key audiences and a wide range of stakeholders to create an 
effective income stream.  

The post holder will be a highly skilled, effective communicator who writes compelling well-
researched funding applications and produces creative, impact-focused reports to increase 
our income and enable us to reach more local people living with a terminal illness.  

This role will involve working collaboratively with multiple internal and external stakeholders to 
maximise funding opportunities, raise the profile of the Hospice and secure the wellbeing of 
patients, carers and their families. You'll be a self-starter and problem solver who can use 
your creativity and build effective relationships. 

 
 
KEY RESPONSIBILITIES:  
 

 Develop and implement the strategy for generating income from Trusts and Foundations  

 Successfully grow our portfolio of Trusts and Foundations, by developing the Trusts 
pipeline through identifying and profiling prospects, plans for approach, cultivation, and 
solicitation of these prospects 

 Research and identify new, high-level funding opportunities, utilising databases and 
prospect mapping tools, as well as approaching lapsed funders and trustee connections; 
identifying the funders’ motives and requirements.   

 Adopt a relationship management approach to fundraising, building meaningful, long-
term relationships with number of foundations, charitable trusts, and statutory bodies to 
enable funders to see the difference they are making 



 
 

 Develop creative and tailored stewardship plans and funding proposals to retain and 
uplift the long-term support of existing funders.  

 Write compelling and professionally-presented funding bids, each tailored for its audience 

and making the case for supporting the charity in the most persuasive terms addressing 

grant-making priorities and deadlines 

 Ensure that all reporting requirements are met and reports are submitted according to 

agreed schedules and in line with funders’ criteria 

 Organise/ coordinate presentations to funders where appropriate, to recognise their 

support and engage them with Hospice’s work 

 Work with the Head of Fundraising to plan a funding timetable to meet the needs of the 

Hospice’s plans 

 Work closely with all Hospice teams to maintain a broad and detailed knowledge of our 

funding needs, identify fundraising opportunities, gather information and develop projects 

needed for applications, tenders and reports.   

 Develop cases for support for key areas of activity in partnership with staff delivering the 

activities/services 

 Maintain up-to-date records of relevant trusts, foundations, corporate communications and 

applications, as well as accurate financial and account management records, ensuring all 

restrictions are managed and recorded appropriately.    

 Understand complex budgetary information to secure a balance of restricted and 

unrestricted income to fund our services 

 Working with the Finance team and relevant project leads, support the income and 

expenditure administration of grants, to ensure compliance with grant terms and conditions 

 Work closely with the Head of Fundraising and Major Donor Manager to identify 

relationships between major donors and trusts   

 With the Head of Fundraising, set annual income targets for trust and foundation income 

 Report to the Head of Fundraising with regular verbal and written reports on trends, ROI 

and key developments 

 Work flexibly as part of the Fundraising team to maximise income opportunities; 

occasional work outside of regular office hours and at weekends. 

 Work collaboratively across the organisation more widely to build good working relations, 

ad-hoc support to other teams/ members of staff  

 Actively participate in meetings, discussions, and decisions to support the team in 

achieving the overall fundraising target and the wider organisation in achieving its goals 

 Proactively keep abreast of relevant legislation, funding news and of the fundraising 

marketplace, identifying changes and trends ensuring compliance, best practise and 

maximising opportunities.  

 To operate within Charity Law and adhere to the Code of Fundraising Practice 

 Undertake any other duties as required by Head of Fundraising or Director of Income 

Generation 

 

 

 



 
 

Person specification  
 

 Essential Desirable 

Education and 
Qualifications 

Educated to Degree level or equivalent 
relevant proven work experience with 
transferable skills   

 

Experience Professional experience of working in 
trust/grant fundraising for a charity 

Experience of 
managing volunteers 

Significant, proven success in generating and 
growing income from trusts, foundations and 
statutory sources 

 

Experience of achieving targets to tight 
deadlines 

 

A successful track record of securing major 
grants (in excess of £50,000) from trust, 
lottery or statutory sources 

 

Proven track record of prospect research, 
identifying funding opportunities. 

 

Experience of using databases and/or CRM 
systems 

Experience of 
Raiser’s Edge 

Good understanding of the principles of 
customer (supporter) service  

Demonstrable 
understanding of 
other fundraising 
disciplines 

Experience in delivering effective funding 
reports in line with funders’ requirements 

An understanding of 
hospice and palliative 
care services 

Proven track record of successful donor 
management. 

 

Experience in developing and managing 
projects and budgets 

 

Experience of report writing  

Skills and 
Abilities 

Strong interpersonal skills including 
motivational, negotiating, influencing and 
networking to build strong internal and 
external relationships 

 

Exceptional research and administrative skills  

Excellent verbal and written communication 
skills 

 

An ability to understand, analyse and make 
effective use of data across all of our work 

 

Ability to present ideas to a wide audience  

Strong team player and also able to work on 
own initiative  

 

Proven and demonstrable ability to write 
clear, engaging and creative applications and 
reports 

 

Self-awareness and an ability to ask for 
support from senior staff 

 

An understanding of confidentiality and the 
Data Protection Act 

 

Ability to prioritise and manage multiple 
projects and tight deadlines and do so 
autonomously. 

 

Positive and flexible outlook with an 
understanding of the needs of a changing 
and growing organisation 

 

Good attention to detail  

 


