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	RNRMC Job Description

	Job title
	Responsible to

	
Grants Admin Assistant
	
Head of Commissioned Grants

	Department
	Post Number
	Date Reviewed

	
Grants
	
1099
	
22/10/2025

	
About the Royal Navy & Royal Marines Charity

	
RNRMC is the Navy’s principal charity which exists to support every sailor, marine and their families, for life. We do this by offering grants to and working with, other organisations to deliver programmes that meet the needs of our beneficiaries. We work hard, engaging with supporters to help raise awareness and funds to deliver the outcomes required for today and tomorrow.


	
Values

	In all your dealings, you will be expected to abide by the values of the charity and act as a role model both internally and externally.  The values are:


	Beneficiary focused
	We will use the best evidence available to achieve maximum impact on the lives and morale of those who serve today, or who have ever served, and their families.

	Integrity
	We will act with honesty and transparency in all our activities.

	Commitment
	We will demonstrate the highest ambition and commitment for our cause

	Inclusiveness
	We will recognise and celebrate diversity in the sector

	Teamwork
	We will always behave in a way that strengthens the sector

	
Job Summary

	Reporting to the Head of Commissioned Grants the role of Grants Admin Assistant will provide administration support to ensure smooth operation of the grants process and work of the Commissioning Team 
 
The post holder will work independently on specific tasks and as part of a supportive team working together to achieve strategic priorities for grant making and in support of fundraising priorities and will be expected to develop excellent working relationships with a broad range of internal and external stakeholders and key  partners including the RNRMC Groups and Family Charities, organisations funded by the RNRMC, The Royal Navy and The Royal Marines.

You will be an effective team player with good administration skills, ideally MS365, and a positive can-do approach with previous office or operations experience. You will be personable and approachable with good interpersonal skills, comfortable with communicating with colleagues at all levels. You will be proactive and responsive with an organised approach, demonstrating the ability to plan and prioritise your own workload. You will be calm under pressure and demonstrate a logical approach to problem solving.  


	The RNRMC operates a hybrid working framework involving the opportunity to work from home and in the RNRMC offices.  There will be a small number of roles where employees will be required to work only from our offices, but typically the majority of employees will be able to work remotely on average 40% of their working week.  All employees are welcome to use our office for their whole working week if that is their preference. 

	
Responsibilities and Duties

	Administration Support

	· Act as first point of contact and ensure all incoming enquiries and correspondence (received via phone, email, including ‘mygrant inbox’, letter or in person) are dealt with correctly and in a timely manner, while contributing to good relationships with key stakeholders and contacts.
· Assist the team in preparing for meetings and committees, including production of papers/packs, taking 
and producing minutes, booking rooms, hospitality arrangements and coordinating diaries as required.
· Provide admin support for the delivery of workshops/webinars/events for stakeholders and grant recipients. 
· Provide a general admin service as required to the Grants Team.


	Commissioned and Benevolence Grants
· Be responsible for the administrative process of all applications and monitoring reports, keeping an overview of progress and keeping the HoCG and Commissioning team up to date.
· Produce letters and documents for grant applicants, file correspondence and reports on the Grants 
Management System (Blackbaud), keeping accurate records and data up to date. 
· Assist and support the HoCG with oversight of payments of grant awards.

	Other

	· Act as a champion, displaying model behaviours and professionalism in company values. 
· Rigorously follow organisational Safeguarding, Risk Management and Health and Safety policy and procedures. 
· Be a brand ambassador for the Royal Navy and Royal Marines Charity and be able to ‘sell’ and support the charity to external audiences.
· Support the RNRMC in seeking ways to continuously improve.  


	Team

	· Adopt an ‘in it together’ team attitude, taking personal responsibility for fostering good working relationships amongst colleagues within the department and across the charity.  
· Support the department in inducting new staff members and in developing colleagues.    
· Support the department in seeking ways to continuously improve.   


	Self-Development

	· Take responsibility for your own professional development, seeking advice from others for career-based matters.
· Fully participate in the annual Professional Development Review process and one to ones as required.  
· Attend training sessions as and when required to ensure compliance with Health & Safety, Safeguarding, RNRMC Policies and procedures or other training programmes as directed.


	
This description is not intended to establish a total definition of the job, only an outline of the duties involved.  You will be expected to carry out any other duties commensurate with the level of the post and which may reasonably be required by the Charity. 
 
RNRMC may amend an employee’s duties and responsibilities from time to time and may require you to undertake other duties and responsibilities as are necessary to meet the needs of the Charity. 





	Person Specification     Evaluation Key:  APP = Application    AR = Application Review    SA = Skills Assessment    IV = Interview

	Education & Professional Qualifications
	How Evaluated
	Essential
	Desirable

	Minimum of 5 GCSEs including Maths and English
	APP
	√
	

	Experience
	
	
	

	Previous experience in a comparable administration role
	APP
	√
	

	Experience of minute taking and records of meetings
	APP
	√
	

	Experience of working with CRM databases and portals, such as Grantmaking Blackbaud, and other project management software
 
	APP
	
	√

	Operational experience of organising and coordinating workshops, meetings and events
	APP
	
	√

	Knowledge 
	
	
	

	Computer literate; proficient in using Microsoft Outlook 365 suite of tools: TEAMS, Word, PowerPoint, Excel 
	APP/SA
	√
	

	Knowledge of the charity of military sector
	APP
	
	√

	Skills and Aptitudes
	
	
	

	Understanding and empathy for the Royal Navy, Royal Marines and Charity Sector
	APP/AR/IV
	√
	

	Self-motivated with ability to use initiative and make decisions within own area of responsibility
	AR/IV
	√
	

	Ability to prioritise, manage a busy workload and multitask whilst managing to meet deadlines
	IV/SA
	√
	

	Demonstrates effective organisational and administration skills
	IV/SA
	√
	

	Demonstrates excellent interpersonal skills and the ability to communicate in a professional manner
	APP/AR/IV
	√
	

	Possesses emotional intelligence, tact and discretion
	IV
	√
	

	Demonstrates patience and the ability to remain calm even in a challenging situation
	IV
	√
	

	Communicates effectively both orally and in writing
	APP/AR/IV
	√
	

	Demonstrates a positive, willing and cheerful attitude and demeanour to ensure exceptional customer service is delivered.
	AR / IV
	√
	

	Effective team player who is able to make a positive contribution to the team and the wider charity. 
	AR/IV
	√
	

	Ability to work collaboratively with others and effectively as a team
	AR/IV
	√
	

	Demonstrates the ability to work with high levels of confidentiality 
	IV
	√
	

	Is flexible and adaptable to the demands of the role
	AR/IV
	√
	

	Demonstrates a willingness to learn new skills and working systems and implement them.  
	AR/IV
	√
	

	Works in a methodical and systematic manner
	IV/SA
	√
	

	Ability to work on own initiative and with minimum supervision
	IV
	√
	

	Demonstrates high levels of accuracy and attention to detail
	SA
	√
	

	Possesses the right to work in the UK 
	APP
	√
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