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Job Title - Fundraising and Grant Assistant
Level: Voluntary
Main Purpose of the Role
The Fundraising and Grant Assistant at Grafton Primary School plays a vital supportive role in securing additional income streams that enhance the educational experience and resources available to our pupils. Working closely with the School Business Manager and leadership team, the assistant will help explore and implement diverse fundraising activities, including grant applications, business partnerships, events and crowdfunding.

This role is essential in supporting the school’s commitment to providing a rich, inclusive, and well-resourced learning environment for a diverse pupil population, including high numbers of SEND and EAL pupils. Even a few hours a week of reliable and consistent support can significantly contribute to sustaining and enriching the school community in line with Grafton Primary School’s vision and values.

Key Responsibilities and Duties

Supporting Fundraising Activities
· Assist the School Business Manager and leadership in researching and identifying potential grant opportunities, business partnerships, and funding sources.
· Support the preparation and submission of grant applications under supervision.
· Help organise and promote fundraising events and campaigns, including school fairs, crowdfunding drives, and community outreach.
· Collaborate with the PTA and other parent-led initiatives to maximise fundraising potential.

Administration and Communication
· Maintain accurate records of fundraising activities, contacts, and outcomes.
· Liaise with sponsors, donors, and external organisations as directed by the business manager or leadership team.
· Assist in managing online donation platforms and affiliate programmes.
· Provide timely updates and reports on fundraising progress to relevant stakeholders.

General Support and Collaboration
· Work under the guidance and supervision of the School Business Manager or designated leadership members.
· Act as a reliable and consistent presence, supporting the school’s financial sustainability efforts.
· Contribute positively to the wider school community, supporting Grafton’s inclusive ethos and values.

Skills and Competencies
· Strong organisational skills with attention to detail to manage multiple fundraising tasks efficiently.
· Good communication skills for liaising with staff, parents, sponsors, and external partners.
· Research skills to identify grant opportunities and funding sources suitable for a primary school setting.
· Basic administrative skills, including record-keeping and use of online platforms.
· Ability to work collaboratively and take direction from the Finance Manager and senior leadership.
· Reliability and consistency in attendance and task completion, reflecting the school’s professional standards.
· Understanding of confidentiality and data protection, especially when handling donor information.
· Commitment to supporting a diverse and inclusive school community, recognising the needs of pupils with SEND, EAL, and other vulnerable groups.

Professional Development
Grafton Primary School values continuous learning and growth for all members of its community. The Fundraising and Grant Assistant will have access to:
· Induction and ongoing support tailored to their role.
· Opportunities to develop skills in fundraising, grant writing, and community engagement.
· Informal mentoring and guidance from the School Business Manager and senior leaders.
· The chance to contribute meaningfully to school improvement and resource development aligned with the school’s vision of inclusion, personal development, and achievement for all pupils.

Safeguarding
Grafton Primary School is committed to safeguarding and promoting the welfare of all its pupils. The Fundraising and Grant Assistant must:
· Work in accordance with statutory safeguarding guidance such as Keeping Children Safe in Education.
· Adhere to the school’s safeguarding policies and procedures at all times.
· Report any concerns about pupil welfare promptly to the designated safeguarding lead (DSL) or appropriate senior staff.
· Maintain professional boundaries and ensure the safety and dignity of all pupils during any school-related activities or events.
· Understand that safeguarding is everyone’s responsibility and act accordingly to promote a safe and supportive environment.

This job description reflects the integral role the Fundraising and Grant Assistant plays in supporting Grafton Primary School’s financial health and community engagement, contributing to an enriching educational experience for all pupils within a diverse and inclusive environment.
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