
 

 
 

Job Description  

 

Job Title: Trusts and Grants Manager (3 days per week) 

Location: 109-111 Bath Road, Cheltenham 

Responsible to: Head of Partnerships 

Salary: £25,000 per annum pro rata         

Working Arrangements Some evening and weekend work required.  No overtime 
paid but time in lieu 

Holiday: 25 days per annum pro rata.  The holiday year is January to 
December 

 

Background information 

Cheltenham Festivals is a company limited by guarantee and is a registered charity.   The Board of Directors, 
who are also the Trustees, are elected by the members of the company.    
 
Since the launch of the Music Festival in 1945 and the Literature Festival in 1949, Cheltenham has been at 
the forefront of contemporary British culture.   The Jazz festival was introduced in 1996 and the Science 
Festival in 2002.  
 
The Trusts and Grant Manager  will work closely with the Directors  of Festivals,  Education, Marketing & 
Partnerships  as well as Finance, Operations  and HR to achieve the objectives of the overall charity.    
 
Cheltenham Festivals raises approximately 50% of its income from fundraising activities and 50% from ticket 
sales.  
 
 
The Role 
 
The Trusts and Grants Manager will be responsible for maximising Cheltenham Festivals’ annual income 
from trusts, foundations and other grant-making bodies to support its four annual cultural festivals and 
year-round education programme.  The post-holder will identify potential grant givers and co-ordinate and 
prepare all applications to trusts and foundations.  You will build strong relationships with existing and 
potential grant-givers, and with Cheltenham Festivals colleagues, maintaining accurate records of all grant-
related contact on the database. 
 
 
Detailed Job Description 
 

• In consultation with the Head of Partnerships develop and implement a targeted, strategic programme 
of trust and grants fundraising as part of the fundraising strategy for Cheltenham Festivals,  
 



 
 

• Develop and write high quality tailored grant applications, working with relevant project colleagues to 
ensure that they are accurate, compelling, contain the required budget information and are submitted 
within set deadlines. 

 

• Proactively identify and research potential grant-givers and trustees of charitable trusts, Build 
relationships with existing and potential grant-givers, including key contacts and trustees. 
 

• Work with the Head of Partnerships and Head of Individual Giving to identify networks within 
Cheltenham Festivals’ trustees and supporters to support grant applications.  
 

• Report to funders demonstrating the impact their gift has made, ensuring all criteria for reporting are 
met on time.  

 

• Prepare reports on income secured, expected income from applications pending and potential income 
for future projects. 

 

• Develop and contribute to other documents, presentations and work involving grant- makers, 
organising meetings and developing timelines for major bids. 
 

• Create opportunities for Cheltenham Festivals to meet with funders and make presentations and face to 
face asks when required. 

 

• Contribute to the department’s programme of cultivation events in order to ensure good stewardship of 
existing funders, and the extension of our profile amongst potential grant-givers. 

 

• Maintain timely and appropriate communication with all relevant contacts. 
 

• Ensure donor acknowledgement is delivered according to grant-givers’ requirements and organise any 
hospitality around events or visits, liaising with other colleagues as necessary. 

 

• Ensure all data on grant-givers and prospective funders is kept up to date on the department’s Tessitura 
database and is managed in compliance with the Data Protection Act and internal policies. 

 
Provide additional support where required to support agreed departmental priorities, including individual 
giving and legacy fundraising.  
 
 
General management  
 
The Trusts and Grants Manager  will  
 

• Be responsible for ensuring the health and safety of the team and yourself by following safe systems of 

work, and by meeting the requirements of the health and safety policy. 

 

• Ensure that the Festivals equal opportunities policies and other policies are followed and actively 

practiced within their team. 

 



 
 

• Participate in Cheltenham Festivals’ agreed performance appraisal system, use and proactively ensure 

the team use the data systems and management systems in place, currently Tessitura and Artifax. 

 

• Ensure you are up to date in your area of specialism including new developments  

 
This job description is not intended to be exhaustive.  The post-holder will be expected to take on 
responsibilities and tasks as the strategy and Festivals develop (in consultation with the post-holder)  

 

 
Person Specification  
 
Criteria Essential 

 
Skills required 
 
 

 

• Research  skills 

• Excellent verbal and written communications 

• Networking and relationship building skills 

• Project management skills 

• Numerate 

• Attention to detail 

• Ability to get on with people from different backgrounds  

Knowledge • Trust Fundraising landscape 

• Charity governance 

• Audience segmentation 
 

 
Disposition 

 

• Efficient 

• Takes initiative 

• Self-starter 

• Collaborative 

 

 
Qualifications 

 

• Education to degree level or equivalent experience 
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