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Funding Officer
Job description


	Hours
	37 hours (1.0 FTE)*

	Salary
	£29,000 - £34,000

	Contract terms
	Permanent

	Place of work
	Hybrid working (Cardiff office and working remote). Fully remote working may also be considered

	Reports to
	Legal Director

	Responsible for
	N/a


* We are open to compressed hours or part-time working (minimum 28 hours) for the right candidate. We also welcome applications from people interested in a job share arrangement.

About Asylum Justice
Asylum Justice is the only charity in Wales providing free, independent legal advice and representation to asylum seekers, refugees and vulnerable migrants.

We are regulated by the Immigration Advice Authority (IAA) and provide specialist legal services to those who fall outside the scope of legal aid, or who are otherwise unable to secure representation. In a legal system increasingly defined by complexity, hostility and inequality, our services are often the last and only source of help for people facing life-or- death situations.

Job purpose
The Funding Officer supports the organisation’s income generation by developing fundraising strategy, high-quality funding applications and coordinating grant management processes. They work closely with the Legal Director to ensure funding aligns with organisational priorities.

Key responsibilities

1. Fundraising and Income Generation
· Develop and maintain a fundraising strategy to ensure a strong pipeline and diversified income streams for organisational sustainability
· Research and identify new fundraising opportunities from trusts, foundations, and other funders
· Draft and submit compelling funding applications and bids
· Foster relationships and lead meetings with funders and donors during application processes
· Promote and coordinate opportunities for individual giving, including online platforms, social media campaigns, newsletters, and fundraising events (with trustee support)
· Set up and maintain income-generating partnerships to support growth and sustainability

2. Grant and Project Management
· Coordinate grant management processes, including monitoring deadlines, gathering data, and ensuring timely submission of reports
· Maintain accurate records of funding applications, outcomes, and reporting requirements
· Support effective funder relationships by preparing updates and liaising on reporting and compliance requirements
· Attend and lead meetings with funders
· Support Legal Director and delivery partners in project set-up and coordination, including attending partnership meetings
· Track project income and spending through QuickBooks (with support from the Finance Officer)

3. Monitoring, Evaluation and Impact
· Work with colleagues across the organisation to gather impact data, case studies, and feedback to support applications and grant reporting
· Coordinate with the Operations Support Officer to ensure systems and forms collect relevant monitoring and evaluation data
· Support the continuous improvement of data collection and reporting systems to meet funder and organisational needs
· Support the production of the annual report by working with the Finance Officer and trustees

General duties
· Practise and actively promote Asylum Justice’s values and ways of working
· Actively promote diversity, equity and inclusion amongst colleagues and staff
· Work within Asylum Justice Policies and Procedures at all times
· Deliver high-quality work and excellent service to clients, colleagues, and partners, in line with Asylum Justice’s organisational ethos, with particular attention to anti- racist practice and trauma-informed practice, as relevant to your role
· Contribute to the continuous development and performance of the organisation
· Actively participate in supervisions, annual appraisals, team meetings, and away days
· Take part in training, learning and development as required by the role
· Carry out additional duties that may reasonably be required

Further notes
This is a description of the job as it is presently constituted. It is the practice of Asylum Justice to periodically review role descriptions and to update them. This process will be conducted in consultation with you. It is the aim of the organisation to reach agreement on any changes but if agreement cannot be reached, the organisation reserves the right to insist on such changes to your job description, after consultation with you.

Asylum Justice is committed to safeguarding and promoting the welfare of children and vulnerable adults. Please note that this post is subject to a standard DBS check.

Person specification


	
	Criteria
	Essential
	Desirable

	Knowledge and experience
	Experience of writing successful funding applications, particularly to trusts, foundations, or other grant-making bodies
	x
	

	
	Experience of grant management, including monitoring deadlines, tracking outcomes, and supporting reporting processes
	x
	

	
	Understanding of fundraising strategy and income diversification within the voluntary sector
	x
	

	
	Experience of working collaboratively across teams to gather impact data, case studies, or project information
	x
	

	
	Awareness of the rights, experiences, and systemic barriers affecting people seeking asylum, refugees, and migrants in the UK
	x
	

	
	Lived experience of the asylum or immigration system, or of navigating structural disadvantage or injustice
	
	x

	Skills and abilities
	Ability to build and maintain relationships with funders, demonstrating professionalism and accountability
	x
	

	
	Excellent verbal and written communication skills, with the ability to draft clear, persuasive, and tailored funding proposals
	x
	

	
	Strong organisational and time management skills, with the ability to manage multiple deadlines and priorities
	x
	



	
	Criteria
	Essential
	Desirable

	
	Strong attention to detail, especially in grant reporting and record-keeping
	x
	

	Personal approach and values
	Commitment to the mission, values, and ethos of Asylum Justice
	x
	

	
	Commitment to anti-racist and trauma-informed ways of working
	x
	

	
	Commitment to diversity, equity, and inclusion, and to promoting these principles across the organisation
	x
	

	
	Ability to work flexibly and collaboratively as part of a small team
	x
	

	
	Willingness to actively participate in supervision, appraisal, team meetings, and learning and development opportunities
	x
	

	
	Commitment to continuous learning, professional development, and organisational improvement
	x
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