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Job Title:   Trusts & Grants Manager   
Department:  Development  
Location:   Bristol Zoological Society  
Reporting to:  Director of Development  

 
  

 
Bristol Zoological Society is world-famous. Established in 1835, Bristol Zoological Society is a 
charity dedicated to saving wildlife together. The Society is entering an exciting new phase as we 
work towards the relocation of Bristol Zoo to Wild Place Project. We are embarking on a major 
fundraising campaign to create a world-class zoo for Bristol and the West of England - a centre of 
excellence for conservation, education and community outreach.. 
 
Job Purpose 
This position will be responsible for building upon the established pipeline of grant making trusts 
and statutory funders, writing compelling proposals, successfully researching, cultivating and 
stewarding donors, and growing The Bristol Zoological Society’s support from trusts and 
foundations to facilitate future support.  
 
They will lead the small Grant Writing team and ensure that the income stream is aligned with the 
wider Development Strategy and Capital Campaign.  

 

Main Duties 
 
Strategy Development 

 

 Working with the Director of Development, develop and implement a Trust and Statutory 
funding strategy to support the Society’s Capital Development campaign for the 
development of the new Bristol Zoo. 

 Facilitate the development of strategic relationships between major funders and Bristol 
Zoological Society.  

 Support the development of partnerships with local and regional organisations, where 
such partnerships will increase funding success. 

 Plan and implement a rolling programme of trust funding applications, ensuring a healthy 
balance of large (five and six-figure) and small, restricted and unrestricted funding 
applications to achieve the agreed income taraget. 

 Lead the research of potential grants and ensure new opportunities are considered. 
 
 
Grant Writing and Application Development 

 

 Develop a dynamic trust fundraising programme and secure sustainable income through 
repeat and multi-year, capital, project and core cost grants, ensuring all applications and 
post-donation requirements are submitted on time. 

 Working with the Director of Development maintain and expand Bristol Zoological Society’s 
existing portfolio of Trusts and Foundation applications. 

 Oversee the organisation’s statutory portfolio and identify appropriate new opportunities. 

 Work with colleagues across the organisation to identify projects of interest to potential 
funders and develop attractive cases for support for use across all income generation 
streams. 

 Create personalised cover letters for grant applications to accompany funding proposals. 

 Work with Society colleagues to ensure the Society has all necessary frequently asked for 
documents, information and policies that will increase the probability of funding success. 

 Complete application forms as required using pre-existing approved content, request or 
develop additional content where required.  
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Financial Liaison 
 

 Work with the Director of Development and Head of Finance with project delivery teams to 
ensure application  budgets, forecasts and accounts are realistic, aligned and reconciled. 

 Ensure that any potential GIK funding is valued and included appropriately 

 Ensure where irrecoverable VAT is eligible that it is included in any application. 

 Ensure all income generated is recorded and accounted for properly in line with finance 
procedures and regulations. 

 Ensure effective use and control of all resources allocated to the department – adhering 
to all policies and procurement procedures and ensuring that department trackers are 
kept up to date. 

 
Management 
 

 Responsible for the line and performance management of the Grant Writers. 

 Ensure a coordinated approach, maximising the impact of resources to make sure  income 
stream is aligned with the overall Development strategy for the Society. 

 Ensure team has access to mandatory and career development training where appropriate. 
 
Donor Stewardship 
 

 Develop and manage high-quality cultivation, engagement and stewardship plans for trust 
prospects and existing priority donors. 

 Coordinate and lead on the post-grant reporting needs of donors. 

 Working with the Director of Development and Events Executive to organise donor 
receptions and recognition events as part of our donor stewardship process  

 Ensure key donors and stakeholders are invited to suitable events of importance 
throughout the year. 

 Develop and implement a communication plan for appropriate funders to ensure they are 
fully updated on all of the Society’s key developments. 

 Represent the Society at networking events, in meetings and with funders as required. 
 

 
Record keeping and Administration 
 

 Ensure all relevant DonorPerfect are accurately maintained 

 Create new records as appropriate 

 Providing support and reports to relevant Directors and the Board of Trustees, as 
required. 

 Maintain 1-2-1 notes and action points. 

 Administrate and organise own workload to ensure it is accuracy and meets quality targets, 
reasonable deadlines and reporting requirements. 

 
 
Team Collaboration 

 

 Contribute to Team and Directorate meetings as appropriate, supporting planning, content 
and follow up. 

 
 
 
Key Performance Indicators 
 

 Number of funding opportunities researched 

 Project Proposals and Case for Support Developed 

 Applications submitted 

 Funds secured 
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Key Contacts – Internal & External 

 Development Team 

 Trustees 

 Project Delivery Teams 

 Commercial and Communication Directorate Teams 

 Finance 

 Main Trust and Funding bodies 

 Fundraising Regulator 

 Charity Commission 
 

Health & Safety 

 Ensure that Health and Safety guidelines and fire regulations are strictly adhered to 

 Comply with safe working practices as defined by the Society 

 Complete training as and when required  

 Take reasonable care for your own health and safety and that of others who may be 
affected by acts or omissions at work 

 Report any accidents, incidents or near misses as soon as reasonably practicable 

 
General 

 Be aware of and adhere to Society policies at all times 

 Take part in progress/performance reviews throughout the year 

 Cooperate with other Society departments 

 Attend training courses as required to meet the requirements of the role 

 Take responsibility for own personal development, seeking out opportunities to learn new 
skills 

 Undertake any other duties as requested by management which are reasonably deemed 
to be within the scope of the role 

 
Notice period 

 
The notice period required from the role holder is a minimum of 2 months 

 
Working conditions 
 
The basic hours for the role are 37.5 hours a week; however, flexibility is required as the Society 
operates for 365/6 days a year, with 24-hour cover.  
The role holder will be required to work any additional hours necessary to satisfactorily fulfil the 
responsibilities of the role. The Society operates a TOIL policy for additional hours worked. 
 
Due to Coronavirus, this role will initially be remote working (working from home), however this will 
be reviewed on a regular basis with the potential for blended remote working and/or full time onsite 
working in line with the future needs of the organisation.  It is anticipated that this post will relocate 
permanently from Bristol Zoo Gardens to Wild Place Project in late 2021. 
 

 
 

Other 
 

 Apply the Society values and behaviours to every aspect of the role at all times 

 Promote and maintain the brand standards of the Society 

 There may be occasions when the role holder is requested to work in other company 
locations, or carry out other duties considered reasonable by the Society or its 
representatives. 
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 To reflect any changes within the Society during the next few years, the scope of this role 
will be regularly reviewed and may evolve to meet those needs. Any changes will be agreed 
in advance with the role holder and confirmed in writing. 



Bristol, Clifton and West of England Zoological Society Ltd 
Person Specification 

Last updated:  Page 5 of 6 

 

 
Trusts & Grants Manager 

Person Specification 
 

 
Attributes 

 
Essential 

 
Desirable 

Qualifications and specific 
training 
 
 
 

Educated to Degree level or 
equivalent 

Holder of CIoF Certificate in 
Fundraising 

Experience Substantial to Extensive 
experience working in a Trust 
Fundraising or equivalent 
role. 
A wide range of experience 
across a variety of fundraising 
environments. 
Direct experience of 

preparing high quality written 

work in a professional 

environment 

Proven experience and a 

recent track record of success 

in raising funds from trusts, 

foundations and other funders 

Significant line management 

experience. 

 

Knowledge 
 
 

Experience of using a 

range of fundraising 

researching tools and 

techniques 

Experience of preparing 

and monitoring work plans 

and budgets 

 

Skills Excellent writing and 

presentation skills, and eye 

for detail 

Ability to understand 

budgets and summarise 

financial information 

accurately 

IT literate and able to 

maintain and develop 
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effective administration and 

information management 

systems 

Excellent organisational 

skills, including the ability 

to manage a high-volume 

workload and manage 

conflicting priorities, whilst 

using own initiative 

 

Personal attributes 
 
 
 
 

Driven to deliver the best for 
Bristol Zoological Society   
 
Results driven 
Willing to learn and adapt 
 
Solutions focussed 
 
Able to handle pressure and 
work to deadlines 
Ability to manage several 
projects at the same time 
 
Rigorous approach, with 
attention to detail 
 

 

Additional requirements 
 
 
 
 
 

Home-based during Covid 
Restrictions. 
 
Occasional evening and 
weekend working. (Bristol 
Zoological Society has a TOIL 
policy) 

 

 
 


