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JOB DESCRIPTION

Post



Funding Assistant – 10 months (Maternity Cover)
Date of JD      

18th January 2019               

Salary Scale


EO11 £24,429
Department                      
Funding 
Reports to                          
Funding Executive 
Location                   

3rd Floor, 21 Alfred Street, Belfast, BT2 8ED

Total hours of work        
37.5 hrs per week (based on full time hours)
Work pattern                   
Monday to Friday between 8am and 6pm. Hours may vary to suit the requirements of the post from time to time. 
JOB PURPOSE
Reporting to the Funding Executive the post-holder will assist in the effective and efficient operation of the Funding Department. This will include following funding guidelines and procedures for enquiries, applications, assessments, awards, contracts, payments, delivery for Lottery Fund and Screen Fund in particular.

MAIN DUTIES AND RESPONSIBILITIES

	1.
	Act as the first point of contact for all potential applicants to the various funds. Provide further information to applicants to assist them in the application process.

	2.
	Assist the Funding team in the operations of the Lottery and Screen funds ensuring procedures and guidelines are followed.

	3.
	Work closely with the production department, in particular with the Development Executive, New and Emerging Talent Executive and Interactive Content Executive, across Lottery and Screen Fund schemes to help prepare assessments and monitor the progress of funded projects. 

	4. 
	Process Lottery and Screen fund applications received:

· Log application on the funding database. Follow up with eligibility letter to confirm requirements of the fund are being met prior to processing the application.

· Write funding assessments for approval by Funding Executive for all Lottery Fund applications received against funding criteria by collating all required documentation and information. 

· Write development funding assessments for approval by Funding Executive for Screen Fund development applications received against funding criteria by collating all required documentation and information. 
· Prepare and collate paperwork for distribution to Committee ahead of decision meetings.
· Present applications to be considered at Lottery Heads of Department meeting. Write up decision sheets and provide members with any additional information required. 

· Communicate decisions to applicants in writing and draw up contract letter of offer.

· Monitor the progress of awarded projects, ensuring contractual requirements are met before funding is released for payment through direct follow up with applicants.
· Review financial reporting information from companies including costs reports, invoices and bank statements. Prepare report information for review by Finance department. 
· Prepare paperwork for Lottery and Screen Fund payments ensuring a high level of accuracy at all times. 

· Ensure follow up of contractual requirements is carried out according to the funds’ post award procedures.


	5.
	Maintain funding database systems and provide monthly reporting information as required by Funding Executive.

	
	

	6.
	Undertake any other duties and responsibilities which may be assigned.
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