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Dear Applicant 
 
Thank you for your interest in the above position with Bolton Carers Support. We look 
forward to receiving your completed application. Please fill in your application carefully, 
setting out the ways in which you meet the requirements outlined in the person 
specification. You should provide clear and concise examples of a time when you have 
had to use the necessary skills. 
 
Your application should be typed or completed in black ink so it can be photocopied. The 
panel will consider the presentation of your application during the selection process. 
Your completed application should be returned by 12 noon on Tuesday 7th August 2018. 
 
Late applications will not be accepted. Do not attach any documents such as CVs, 
reference letters or photocopies of your qualifications as these will be disregarded and 
will not be seen by the selection panel.  
Interviews will be held on Wednesday 15th August 2018.  
 
We will notify all applicants by email following short-listing, so you will hear from us by 
9th August. We are unable to provide feedback to applicants at this stage of the 
recruitment process. 
 
Please send your completed application to Georgette Kay, Chief Officer, Bolton Carers 
Support, Thicketford Centre, Thicketford Road, Tonge Moor, Bolton, BL2 2LW (please 
mark the envelope ‘Confidential’). Or email it to georgette@boltoncarersupport.co.uk 
 
Good Luck!  
 
  

 

 

Funding Officer 

Recruitment Pack 

mailto:georgette@boltoncarersupport.co.uk
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This pack contains the following sections: 
 

• About Bolton Carers Support 

• Equality and Diversity 

• Guidance Notes 

• Job Description 

• Person Specification 

• Terms and Conditions 
 
 
About Bolton Carers Support 

 
Caring responsibilities can affect anyone of us at any age and we may need to provide 
care for a parent, partner or child due to illness or disability. This can involve helping 
someone get up, washed and dressed, accompanying them to hospital appointments, 
administering medication, doing shopping, cooking and cleaning, providing emotional 
support or ‘supervision’. While caring is a natural part of our relationships and can be 
very rewarding, there are also times when it is physically and mentally exhausting.  
 
There are over 30,000 carers in Bolton – and of these, almost 8,000 are providing more 
than 50 hours of care each week to family members, friends and relatives. Bolton Carers 
Support has a 20-year track record of delivering information and support to local carers 
aged 18 or over, but we have ambitious plans to do much more and we need to expand 
our staff team to help us turn our aims into a reality. 
 
Our Vision 
 
Bolton Carers Support wants all carers to feel valued and to receive the information, 
care and support they deserve. 
 
Our Mission 
 
Bolton Carers Support is a well-established, confidential, first point of contact for carers. 
We meet the individual needs of carers by providing information, advice and emotional 
support. We engage, enable and empower carers to fulfil their caring role.  
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Our 7 Key Aims 
 

1. Informed, empowered and confident carers 
2. Carers will have improved health and well-being 
3. Carers will be less isolated 
4. Carers will be trained and supported  
5. Carers will be better off financially 
6. Carers will have regular time off from caring 
7. Overall, we will be a strong and effective carers’ organisation 

 
Our Activities 
 
Here are some of the many ways that Bolton Carers Support helps local carers. Because 
caring does not come with a manual, we provide advice and support to help carers find 
out about local services. We do this through the following: 
 

▪ Carers Helpline 
▪ Information and Advice Appointments 
▪ Short Breaks (meals out and day trips) 
▪ Training (workshops and short courses) 
▪ Benefits Advice Service 
▪ Newsletter, Fact-Sheets, Publications 
▪ Awareness-raising about the needs of carers 

 
The Staff Team 
 
Georgette Kay Chief Officer (35 hours) 

Peter Harmer Activities Co-ordinator (28 hours) 

Zoe Hill Outreach Worker (18 hours) 
Elaine Holt Benefits Advice Worker (18 hours) 

Bev Strang Carers Information & Advice Service Officer (28 hours) 
Angela Pagett Carers Information and Advice Service Assistant (21 hours) 

Melissa Taylor Health Linkworker (20 hours) 

Laurent Fernandez-Moreno Time for You Project Worker (35 hours) 
 
 *  Finance role is currently undertaken by external bookkeepers/accountants who visit the office on a weekly basis 
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Income 
 
The charity had an income of £295,429 in 2016 – 2017 financial year and expenditure of 
£277,311. There were £56,762 in restricted and unrestricted reserves at the end of the 
financial year. Copies of previous annual reports and accounts can be found on the 
Charity Commission website  www.gov.uk  
 
2016 -2017 financial year marked a positive year in increasing our income as in the years 
beforehand the trustees had taken the decision to use reserves to meeting budget 
shortfalls following changes in funding arrangements. Much hard work went into 
improving the charity’s financial position. 
 
Relationships with other organisations 
 
Bolton Carers Support has developed good working relationships with other 
organisations – a good example of this is the relationships with NHS Bolton Clinical 
Commissioning Group which has funded our Health Linkworker for over 15 years, and 
Bolton Council which has funded elements of our work since the charity was set up in 
1994.  
 
Working in partnership has been an important aspect of our ethos – as a small charity 
we can improve our reach by working with other organisations. An example of this is our 
recent collaboration with Careline (Bolton at Home) to pilot a 24-hour carers helpline.  
 
The Trustees 
 
Bolton Carers Support is managed by volunteer trustees. Trustees are carers, former 
carers or supporters of Bolton Carers Support and are involved in all areas of work, 
including recruitment and selection. Staff members are accountable on a day-to-day 
basis to the Chief Officer, while the trustees are the employers of all staff.  
 
Teamworking 
 
All staff members work together and help each other out when needed. We recognise 
that while individual roles are important it is vital that we all work effectively as a team 
to ensure our overall aims are achieved.  
 

http://www.gov.uk/
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Equality and Diversity 

 
Equalities and diversity are areas of great importance to Bolton Carers Support. It is 
fundamental that people are treated fairly, with respect and dignity. Bolton Carers 
Support will not tolerate any discrimination, victimisation, or harassment on the 
grounds of age, disability, gender or gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion or belief, or sexual orientation. 
 
We strive to take all practical steps to prevent discrimination and promote equality 
through our work, including making our services inclusive and accessible to carers from 
all sections of the community. 
 
Equality and Diversity Monitoring Form 
 
Bolton Carers Support values diversity and selects staff solely on merit. All stages of the 
recruitment process are monitored to check that discrimination of any kind is not taking 
place. To help us ensure this, we request all applicants to complete a Monitoring Form. 
This information is treated in confidence, separated from your application form as soon 
as it arrives, and only used for monitoring purposes. 
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How to apply: Guidance Notes 

 
Bolton Carers Support is an equal opportunities employer. We aim to treat every 
applicant fairly. The information you provide in your application form is the only 
information we will use in deciding whether or not you will be invited for interview, so it 
is important that you complete it with care. To help you, please follow these guidelines: 
 

1. Please complete all sections of the form 
Incomplete applications will not be considered. 

 
2. Personal details and references 

Enter your personal details fully and clearly so we may contact you about your 
application. One of your referees must be your current or most recent employer. 
If you have not been employed before or have been out of paid employment for a 
long time, you should give the name of someone who knows you sufficiently well 
to comment on your ability to do the job. Any person who is related to you does 
not qualify as a suitable referee. 

 
3. Education 

Please give brief details of educational, vocational and professional qualifications 
with attainment level. If you are shortlisted for interview you may be asked to 
bring proof of qualifications with you. 

 
 

4. Employment History 
Provide details of your employment history. State the position you held, starting 
with your most recent employer and give brief details of key achievements. 
Please note the salary you are currently on and any notice period for your current 
employer. 

 
5. Disability 

Bolton Carers Support welcomes applications from people with disabilities. As 
defined by the Disability Discrimination Act, 1995, disability is: A physical or 
mental impairment which has a substantial and long term adverse effect on a 
person’s ability to carry out normal day-to-day activities. Please let us know if you 
need additional assistance in the event that you are invited to interview. 
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6. Personal Development 
Please give details of any personal development you have undertaken, and dates. 
This may include formal courses that you have attended, voluntary work you have 
done or membership of association or professional groups. Think carefully about 
how you have developed your skills and note any relevant points here. 

 
7. Supporting Statement 

The supporting statement is a vital part of the application form and should be 
used to tell us how you meet the person specification and what experience you 
have relevant to the job description. Always remember to specify your personal 
responsibilities rather than those of your team. Bring in voluntary work as well as 
paid work if relevant. Only those candidates who clearly demonstrate they meet 
the person specification will be short-listed for interview.  
 

 
8. Keep it concise 

 
Remember that the selection panel will be sifting through lots of applications. 
Forms that stand out are those that are clear and concise, address each criteria in 
turn, and use bullet points and short sentences 

 
 

9. And finally… 
 
Please do not use more than 1 additional sheet (if typing, please use font size 12 
or 14) as additional or supplementary information will be disregarded. Please do 
not stick or glue paper to the back of the form as it may get caught in the 
photocopier.  
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               Funding Officer 
 
 
 
Hours of work 28 hours per week 

 
Salary Scale NJC Scale Point 27, £24,657 FTE 

(which is £19,726 pro rata for 28 hours) 
 

Term of post 12-month fixed contract with view to continuing 
subject to funding  
 

Reporting to Bolton Carers Support Chief Officer 
 

Accountable to Bolton Carers Support Management Committee 
 

Base Bolton Carers Support (Thicketford Centre)  
 

 
 
MAIN PURPOSE OF THE ROLE 
 
To be responsible for identifying funding opportunities and submitting written 
applications to a range of charitable funding sources with excellent attention to detail.  
These will include statutory, lottery funders, and charitable trusts and foundations, to 
maximise funding potential for core services and targeted projects at Bolton Carers 
Support.  This will be in line with the organisation’s strategic plan and financial targets. 
To compile and submit required monitoring information and reports, gathering the 
necessary information and data.  You will be passionate about the voluntary and 
community sector with an understanding of the challenges it faces, and crucially, will 
have knowledge of the range of funding opportunities available to the sector. 
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SPECIFIC RESONSIBILITIES  
 
Funding  

▪ To assist the Chief Officer in securing an annual income of over £300,000 to enable 
essential services to be delivered, increasing this income over time to develop new 
areas of work. 

▪ Raise income to agreed targets by writing and submitting a sufficient number of 
compelling and high-quality funding applications on a timely basis. 

▪ Research new funding sources, making initial contacts and developing funding bids 
and budgets, liaising with potential funders, delivering presentations to grants 
panels, arranging site visits, and convening meetings where required. 

▪ Use a variety of online and printed tools to research into potential funders. 
▪ Assist the Chief Officer in preparing annual budgets for Bolton Carers Support, 

Carers Health, Wealth and Well-being Project, Health Linkworker, Time for You 
project and any other projects. 

▪ To undertake financial tracking and monitoring of contract and grant income, 
working with the Finance Worker to produce quarterly management accounts. 

▪ To assist the Chief Officer in developing the fund-raising strategy. 
 
 
Monitoring and Planning 

 
▪ Monitor performance against targets and deliverables for all contracts and grants. 
▪ Ensure that statistics and monitoring information on service delivery are regularly 

collected and collated for all projects. 
▪ Liaise with team members to identify and retrieve information and data necessary 

for the preparation and enhancement of monitoring and evaluation reports 
including financial information. 

▪ Produce and submit monitoring returns and annual reports as required in the terms 
and conditions of each funding stream, ensuring deadlines are met to facilitate cash 
flow. 

▪ Ensure contract compliance and delivery of agreed outcomes.  
▪ Report regularly to funders, providing information on service delivery targets.  
▪ Contribute to the development and maintenance of effective systems for recording 

funder details and monitoring information 
▪ Produce work reports for the Management Committee. 
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Communication 

 

▪ Understand the needs of Bolton Carers Support and communicate them in a clear, 
consistent way to appropriate funders 

▪ Cultivate and maintain regular communication and relationships with a wide range 
of prospective and existing funders to keep them informed of Bolton Carers 
Support’s work and progress, through telephone, email, and face to face contact.  

▪ Communicate with the Chief Officer to ensure delivery of the projects as required 
by the funders. 

▪ Maintain knowledge of relevant local, regional, and national statistical information 
and use effectively in funding applications. 

▪ Ensure that supporting documents including detailed income and expenditure 
budgets, work plans, job descriptions, and case studies are produced to a high 
standard. 

▪ Acknowledge funding awards in a timely and consistent manner. 
▪ Liaise with the staff team to ensure any funder publicity requirements are 

implemented. 
▪ Be pro-active in supplying unsolicited reports and information to funders. 

 
 
Organisational 

 
▪ Work closely with the finance worker, ensuring processes are efficient in tracking 

invoices and payments, and budget income and expenditure.  
▪ Adhere to all Bolton Carers Support service standards, policies, and procedures. 
▪ Carry out any other reasonable tasks commensurate with the post, as agreed with 

the Chief Officer of Bolton Carers Support. 
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Person Specification 
 

E  =  Essential  D  =  Desirable 
 

AF   = Application Form            I    = Interview       

 
 Requirement 

 
E/D AF / I 

 (A)  Qualifications   
A1 Certificate in Fundraising Practice (Institute of Fundraising) D AF 

A2 Educated to Degree Level or equivalent D AF 
 (B) Skills   

B1 Ability to produce clear and concise information tailored to different 
audiences with excellent attention to detail 

E AF, I 

B2 Ability to deliver effective presentations E AF, I 
B3 Excellent interpersonal skills - able to network and develop good 

relationships with a wide range of stakeholders 
E AF, I 

B4 Ability to verbally articulate the impact of projects through telephone 
contact with funders and at site visits 

E AF, I 

B5 Excellent writing skills to prepare grant applications, tenders, and bids E AF, I  

B6 Ability to create and maintain budgets for funding applications E AF, I 

B7 Ability to prioritise workload to ensure deadlines are met E AF, I 
B8 Ability to work both as an individual and as part of a team E AF 

B9 Driven and motivated by achieving targets E AF, I 
B10 High level of proficiency in the use of Microsoft office E AF 

 (C) Knowledge and Experience   
C1 Demonstrable track record of securing significant income through the 

submission of compelling and persuasive funding applications 
E AF, I 

C2 Experience of working within a charitable organisation D AF, I 

C3 Demonstrable track record of submitting high quality progress reports to 
a range of funders 

E AF, I 

C4 Demonstrable positive experience of partnership working across 
organisations  

E AF, I 

C5 Previous experience of engaging with and maintaining professional 
relationships at all levels. 

E AF, I 
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C6 Awareness of effective research tools to source potential grant funders 
and commissioners 

E AF, I 
 

C7 Knowledge and understanding of the issues affecting carers and their 
families 

D AF, I 

C8 Positive commitment to Equal Opportunities E AF 
 (D) Work-Related Circumstances   

D1 Willingness and ability to undertake frequent travel throughout Bolton 
(and beyond) where required. 

E AF 

D2 Commitment to personal development through supervision and training E AF 
D3 Member of the Institute of Fundraising D AF 

D4 Commitment to working within the principles of Bolton Carers Support’s 
policies and procedures. 

E AF 
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Terms and Conditions 
 
A contract of employment (and Employee Handbook) is provided if appointed to the 
post, but a summary of the main terms and conditions of employment is set out below: 

 
Name and address 
of employer 

Bolton Carers Support 
Thicketford Centre, Thicketford Road, Tonge Moor,  
Bolton, BL2 2LW. 
 

Probationary period The first 3 months of your employment are probationary. You or 
Bolton Carers Support can end your employment by giving two 
weeks’ notice during, or on expiry of, your probationary period. 
 

Rate of pay Local Authorities NJC Scale, 27, £24,657 (FTE per annum) - 
£19,726 pro rata per annum (28 hours) - payable by credit 
transfer to your bank account on or about the 15th day of each 
month. 
 

Normal hours of 
work 

28 hours a week. 
 

Overtime rate Overtime is compensated with time off in lieu. 
 

Breaks You are entitled to an unpaid 30 minute break if you work more 
than 6 consecutive hours.  
 

Holiday year and 
entitlement 

The annual leave year runs from 1st April to 31st March. 
 
28 days per annum including the 8 normal bank / public holidays 
up to the end of your first year of employment, increasing by one 
additional day for each complete year of service, up to a 
maximum of 35 days per annum. Part time employee’s holiday 
entitlement is pro rata based on the number of hours worked. 
 

Pension scheme There is a Pension Scheme, with 7% contribution from the 
employer. Employees also contribute to the scheme.  
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Disciplinary and 
grievance rules and 
procedures 

Bolton Carers Support’s disciplinary and grievance rules and 
procedures are set out in the Employee Handbook. 

Normal place of 
work 

Bolton Carers Support, Thicketford Centre, with travel as 
required. 
 

Management 
structure 

You will be line managed by Bolton Carers Support’s Chief 
Officer. 
 

Notice to end 
employment 

You must give 4 weeks’ notice (after probationary period has 
completed). Bolton Carers Support must give four weeks’ notice 
from the completion of your probationary period. 
 

Sickness or injury Bolton Carers Support’s Sick Pay or Statutory Sick Pay. 
 

Collective 
Agreements 

There are no Collective Agreements with trade unions that affect 
the terms and conditions of your employment. 
 

Type of contract This is a 12-month fixed contract, with view to continuing subject 
to funding. 
 

 
 
 
 
 
 
 
 

 
 
 


