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Greenham Trust is celebrating its silver
anniversary during 2022. 25 years of
supporting our community in West
Berkshire and north Hampshire with
projects large and small. We are very
excited about this significant milestone and
are marking this with various charitable
initiatives, a tree-planting scheme, our
Youth Appeal Fund and a reception for all
current team members, former trustees
and employees, key influencers and local
dignitaries in October. This will be an
opportunity for all present to reflect on the
achievements of the Trust and the positive
impact it has made in the local area since
1997.

With our unique social enterprise model, we
have come a long way in our re-
development of the former RAF Greenham
Common airbase which together with our
other property assets now generates
surpluses that comfortably support
charitable giving of well over £3.0m per
annum. Our property development activity
on Greenham Business Park continues with
the completion of a new 30,000 sq,ft. office
building for Sovereign Housing
Association. Our arts centre, The Base
celebrated the third anniversary of its
opening in early 2022. The Base is used by
the Trust team and tenants as a key
meeting point at the heart of Greenham
Business Park and initial indications are
that visitor numbers to the various
exhibitions it hosts, particularly the Natural
History Museum Wildlife Photographer of
the Year Exhibition, are now back to almost
pre-Covid Pandemic levels. 
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For the first time, we have embarked on a
major property development away from
Greenham Business Park, at Newbury
College. We negotiated a joint venture with
a local developer to purchase, subject to
planning consent, a site of approximately 9
acres for a mixed-use development.
Ultimately, the Trust will retain the freehold
interest and rental income from a
supermarket to be built on the site together
with the ownership of land designated for a
potential hospice.

Our giving activities comprise major grants
which range from £30,000 to well over
£1.0m and are the responsibility of our 12-
strong Board of trustees, community grants
of up to £30,000 which are decided by our
Distribution Committee, a key group
including representatives from various
charitable sectors. We also administer
grants for the Peter Baker Foundation
totalling up to £200,000 per annum and
now have our new Tenants Distribution
Committee which for the first time has
involved occupiers of buildings in our
property portfolio in our charitable giving.
There is also our Youth Distribution
Committee which is formed of local school
sixth formers and is responsible, with Trust
guidance, for up to £15,000 of grants each
year. 
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Introduction
Continued...

Our significant ongoing support for key
local organisations continues, including the
Newbury Corn Exchange, West Berkshire
Citizens Advice and the Newbury
Community Resource Centre with several
others on 3-year funding schemes. We also
support most of our local Town Councils
with matched-funding schemes bolstering
their giving activities. 

We have our own charitable giving
platform, The Good Exchange. This
provides a fee-free way for local charitable
organisations and voluntary groups to raise
funds from the Trust and 23 other local
funding organisations as well as an ability
to attract donations from businesses and
the general public. 

We were successful in raising appeal funds
on the Good Exchange during the
Pandemic for general Covid-related needs
and laptops for disadvantaged children
schooling from home. In view of the arrival
of Afghan refugees in two of the hotels in
West Berkshire we launched an Afghan
Emergency Appeal in September with
£25,000 matched funding from Greenham
Trust raising a total of £50,404. This has
been disbursed to local charities
supporting the refugees locally. 

With the Russian invasion of Ukraine and
the level of displaced people arriving in
West Berkshire the Trust also created a
fund again, this time alongside West
Berkshire Council with a commitment of
£25,000 of matched-funding each to help
support local charities assisting host
families and their guests from Ukraine. 

Despite all the challenges in the UK and
around the world brought about by the
impact of the Covid Pandemic, the war in
Ukraine and other factors the Trust faces
the future in a strong position to be able to
support those in need locally. Our property
portfolio continues to grow and our tenant
base is secure, enabling us to concentrate
on those we regularly support whilst also
looking at new charitable initiatives and
opportunities to increase our geographic
area of giving.

We are looking for someone to join our
senior team as Head of Grants to help
shape the Trust’s future, bringing their own
experiences and hopefully strategic
thinking towards the challenges we face in
the current economic climate and beyond.
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Job description

The Head of Grant-making operations supports the Chief Executive and Board of trustees as
part of the Senior Management Team to deliver the grant funding portfolios and associated
programme of work of Greenham Trust. The Head of Grant-making operations is responsible
for overseeing the effective distribution of some £3 million annually including the
management of the Peter Baker grant fund, managing a team covering grant-making, events,
administration and relationship management.

Purpose and scope:

Job Title: 

Hours:

   

Reports to: 

Responsible for:     

Salary:

Location:

Head of Grants and Administration

37.5 hours per week Monday-Friday. (The role will require
occasional working outside normal hours, particularly attending
evening events.)

Chief Executive

Grants Manager (x2) 
Receptionist Liberty House, Greenham Business Park Reception
& Office Manager, Broadway House, Newbury

£50K

Liberty House, Greenham Business Park
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Responsibilities / duties: 

Oversight of all Grant programmes and special initiatives, working closely with Grant
administrators to maintain a consistent, efficient and effective approach across all
programmes. 
Working closely with the Finance Director to ensure that grant-making processes reflect
and champion current best practice 
Assisting the Chief Executive on the development and delivery of new and special
initiatives, including new funding partnerships and programmes. 
Oversight of trustee grant distribution panel meetings including coordinating with staff
on preparing papers, drafting minutes and agreeing follow-up work as required.
Supporting the Finance Director, cashier and grant managers on grant payment
processes, including the monthly payment of grants and annual audit. 
Owner of all grant management systems including www.thegoodexchange.com

Grant programme management and operations



Supporting the Chief Executive to deliver the organisation’s strategic framework 
verseeing the development of funding strategy and policies, in conjunction with the Chief
Executive and working closely with Grant administrators 
Keeping updated on policy developments within the grant-making and charity sectors as
well relevant funded areas, and informing the work of the organisation accordingly 

Maintaining close and effective working relationships with the Chief Executive, trustees
and key advisors 
Overseeing and ensuring effective relationship management between the staff team and
grant holders, funding partners (eg Newbury Town Council) and other key stakeholders
across all grant programmes 
Representing the organisation at meetings, site visits, events and other external facing
activities as required 
Maintaining effective communication with other foundations and grant-making
organisations working in similar areas 

Working closely with the team to ensure content and messaging for marketing,
publications, website and social media remain in line with the strategic framework 

Managing and providing leadership to the grants team in their administration and
delivery of the Trust’s grant funding portfolios 
Supporting the performance management and continuing professional development of
the grants team 
Supporting the Chief Executive in the recruitment and induction of new staff. 

Leading on bespoke project and programme management as required 
Key participant in the grant management project team 
Such other tasks, commensurate with the post, that the Chief Executive may deem
appropriate. 

Strategy and funding policy 

Relationship management 

Communications 

Leadership and line management 

General 
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Ability to work confidently and strategically across all of the sectors that the Trust
supports, and represent the organisation externally 
Ability to manage multiple, competing deadlines 
Ability to review and assess large amounts of information at pace 
Attention to detail 
Superb communication skills, both communicating within the organisation and
externally 
At least two years’ line management experience 
High levels of diplomacy and discretion
Full driving licence and use of car

Senior management experience, including experience working with trustee boards
and other non-executives
Experience of the voluntary sector

Flexibility
Gravitas appropriate to the role
Empathetic to needs of the charity sector
Able to work collaboratively
Customer focused
Well presented
Discreet

Essential 

Preferred 

 
Personal qualities 

Skills and experience:



Terms and benefits of
employment

The potential of a discretionary bonus of up to 10% of salary
Holiday entitlement will be 25 days per annum with the Company's holiday year 
 running between 1 April and 31 March inclusive. Statutory Holidays are 8 days and
will accrue on a pro-rata basis. We also normally close at lunchtime on Christmas Eve
and return to the office the day after New Year’s Day.
You may join the pension scheme and we will make employer contributions of 5%,
rising to 7.5% after 3 years' service and again to 10% after 5 years' service.
You may join the group private health insurance plan.
You will have death in service cover.
There will be a 3-month probation period.

Annual accounts are available via the Charity Commission or Companies House
websites.
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How to apply
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For more information, please contact Sandra Smith, Associate Director, Charisma Charity
Recruitment, info@charismarecruitment.co.uk or 01962 813300.  

Applications should be submitted through the Charisma website and include your CV and
supporting statement.

We welcome and encourage applications from people of all backgrounds. We do not
discriminate on the basis of disability, race, colour, ethnicity, gender, religion, sexual
orientation, age, veteran status or other category protected by law. 

Closing date for applications: 31 July 2022
Interview dates: TBC

mailto:info@charismarecruitment.co.uk
https://www.charismarecruitment.co.uk/job/head-of-grants-and-administration-greenham-trust


info@charismarecruitment.co.uk
01962 813300 / 0207 998 8888
charismarecruitment.co.uk  


