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Grants Officer Role £31k to £37k depending on experience (0.6 FTE) 

FTC until December 2022 

The Grants Officer works with the Acting Head of Fundraising and Development to deliver the IDS ‘engaged 

excellence’ strategy through supporting the development of the Institute’s intellectual agenda and ensuring 

the financial health of the Institute.  The role of the Grants Officer is to act as a focal point for knowledge of 

the market for development research and information and to support engagements with it through co-

ordination of activities, internal and external communication and administrative support.  The Grants Officer 

has a unique overview of the varied activities of the Institute and the responsibility to inform, support and 

bring together these parts in the development of new programmes and projects.  The Grants Officer works 

closely with the Acting Head of Fundraising and Development supporting initiatives to develop IDS’ portfolio 

of work and its external profile.  The Grants Officer supervises the Grants Coordinator and works with 

colleagues across the Institute in research Clusters, Hubs, HR and Facilities. 

 

Responsibilities (summarised): 

• The Grants Officer together with the Acting Head of Fundraising and Development Office is responsible 

for facilitating the Director of Research, the Clusters and Hubs in delivering the strategy of the Institute 

in relation to its research and teaching objectives and income generation. 

• The Grants Officer acts as the interface between IDS and its main funding partners.  This entails 

maintaining clarity in who the key clients and potential clients are, maintaining good relationships with 

key funder contacts; keeping abreast of donor priorities, requirements and expectations; seeking out 

new funding partners and opportunities; and advising on how best IDS can engage with particular donors 

and opportunities and supporting responses to them. 

• Proposal preparation: the Grants Officer, along with the Grants Coordinator, support the Clusters and 

Hubs in the preparation of new proposals and tenders; this entails: understanding donor 

competition/application processes; providing administrative support to ensure that proposals conform 

to funding requirements and are submitted within deadlines; liaising with Hubs to coordinate inputs 

(Project Accountants, Project Managers, Communications Officer, etc); providing general information on 

the Institute; ensuring all new proposals are reviewed through co-ordination of the PRG process; 

checking and quality assuring proposals. 

• Maintaining an overview of the Institute’s research activities, including maintaining projects database in 

CRM, authorisation of proposals; and production of reports from it as required for the Board Resources, 

Risk and Audit Committee. 

• The Development Office is the first point of contact for potential contractors, collaborators and partners 

in instigating new work with IDS, developing proposals and seeking information on the Institute and its 

activities.  The Grants Officer oversees these relationships, ensuring appropriate dissemination of 

opportunities and managing any substantive agreements with guidance from the Contracts and 

Compliance Manager and in liaison with the Partnerships Coordinator. 

• Supporting the development of new work in the Institute through ensuring linkages across the Institute.   

Activities 

1. Scanning funding opportunities 

• keeping abreast with the programmes and needs of key clients/potential client’s requirements 

through meetings and visits, internet searches, reports and other media and explaining these clearly 

to colleagues.  This also includes:   

o scanning for new opportunities and communicating these effectively across the Institute.  
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o working with individual researchers/Clusters and the Research and Teaching Forum to 

identify and explore new research programmes prior to the preparation of specific proposals.    

• Building a repository for information on consultants and organisations approaching IDS and 

identifying appropriate uses for this information. This also includes building and maintaining 

relationships with relevant contact officers in key donor agencies. 

• Maintaining awareness of significant opportunities for the development of IDS work. This includes 

working with the Acting Head of Fundraising and Development Office to develop, implement and 

communicate strategy for fundraising within IDS in line with the institutional strategy and in support 

of Cluster strategies. 

• Working with groups/Clusters to outline funding strategies for new initiatives.  This includes working 

with researchers, particularly those that are new, to identify appropriate sources of funding for their 

research proposals and advise them on approaches. 

2. Supporting proposal preparation  

• overseeing of research and major tender proposals in development within IDS to ensure quality 

standards and deadlines are met. For large competitions, work with lead researcher to manage 

proposal development process, including meetings/workshops with partners, cross institute 

coordination, donor liaison, proposal drafting as required. 

• Understanding and ensuring adherence to guidelines for proposal formats and online application 

systems. 

• Coordinating and supporting connections and acting as catalyst for work between different Clusters 

and Hubs  in the development of projects – ensuring good information flow between the different 

Hubs and the Clusters including ensuring that the robust financial plans are in line with the Institute’s 

financial policies, IDS’ policies and standard practice.  

• building capacity for proposal preparation and development, coaching, and advising Clusters on 

approaches, partners, donor expectations, proposal preparation process are required.   

• working closely with the Contracts and Compliance Manager to ensure they can discharge their 

responsibility for robust contracting arrangements.  

• Work with Hubs and Finance to collate, synthesise and present institutional information including 

profile, track record, personnel/financial statistics, supporting documentation and certification. 

• Work with Hubs and Finance to provide boilerplate/standard text inputs to proposals on IDS processes 

and aspects of management and risk. 

• Supervising and supporting the Grants Coordinator in formatting, preparation and timely despatch of 

normal proposals and tenders. 

3. Main point of contact between funders and the Institute prior to bids being accepted 

• Overall coordination and management of all frameworks IDS is part of, including: 

o Coordination and management of IMDP Framework, including providing support to the 

business development and project management efforts under it, i.e. monitoring DFID’s 

TEAMS site for opportunities and communicating these both internally and external (to 

already selected partners) within a specific set time; liaising and collaborating with 

colleagues to set up core business processes related to the IMDP Framework, have the 

day-to-day IMDP Framework management responsibility and support the IMDP Lot 

Leads/Project Support Officers with whom you will be the key focal point for the 

Framework with DFID and our Lot partners.  

o Receive, disseminate and coordinate call down notifications/responses, lead on 

coordination of bidding, award analysis, management of Lot Partnerships, and 

coordination of a cross-functional IMDP management team. Working with compliance 
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and finance colleagues you will ensure IMDP value for money across all call down 

contracts and working with post award colleagues lead on reporting of over-arching 

IMDP implementation. 

• Monitor and record IMDP activity for reporting purposes (reporting to be done by Contracts and 

Compliance Manager).  

4. Ensuring compliance of research ethics process    

• ensuring IDS’s ethical review is followed and that the research work is ethically based and meets all 

relevant ethical criteria.    

• liaise with and flag all problematic ethical areas to the Research Ethics Convenor. 

Additional: trouble shoot and spread good practice, identifying critical issues arising from the Development 

Office’s work that need to be addressed through changes in policy or practice, and areas of good practice to 

be disseminated 


