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THE RUFFORD FOUNDATION 

Job Description 

TITLE:    Grants Officer  

REPORTING TO:   CEO 

KEY RELATIONSHIPS:  Grants Manager and Rufford Small Grants Administrator 

SALARY: £35,000 - £40,000 per annum depending on experience 

LOCATION: The Rufford Foundation Office, Tottenham Court Road. The 

Grants Officer must work a minimum of 3 days per week from 

the office. In addition, overseas travel will be required 

(approximately 30 days per year) to attend Rufford Small 

Grant learning events and other conferences and workshops. 

BENEFITS:  25 days holiday plus bank holidays, attractive employer 

contribution-only pension scheme and private medical 

insurance cover. 

HOURS:   Full time, 35 hours a week, Monday to Friday  

APPLICATION DEADLINE:  Monday 29th August 2022 

 

About The Rufford Foundation 

The Rufford Foundation (www.rufford.org) is a grant-making charity that provides  
funding for nature conservation programmes and projects.  
 
The flagship Rufford Small Grants Programme awards funding to individuals working in 
developing countries who are starting on the ladder of conservation research and 
establishing pilot programmes. Since the Rufford Small Grants Programme was set up over 
20 years ago, it has granted in excess of £34 million through more than 5,800 grants to 
projects in over 160 countries. The programme identifies scientists at the very early stages 
of their careers and provides targeted support to enable them to achieve their goal of 
making a difference in terms of conservation. Many recipients of Rufford Small Grants have 
successful careers in the conservation sector, leading their own programmes and 
organisations, and playing key roles in influencing decisions at national and global levels. A 
searchable database of Rufford Small Grants projects can be found 
at https://www.rufford.org/projects/  
 

http://www.rufford.org/
https://www.rufford.org/projects/
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The Rufford Foundation also funds grantees to host conferences and learning events, 
bringing together other grantees to discuss ideas, seek ways to overcomes challenges and 
network. We now want to expand the remit of these events to enhance the conservation 
capacities of participants by utilising the expertise of grantees and/or external specialists. 
Information about 72 conferences that have taken place since 2012 can be found at 
https://www.rufford.org/conferences/  
 
Job Purpose 
 
This is an exciting and varied role to support the management and delivery of the Rufford 
Small Grants Programme, ensuring that grantees have support during implementation of 
their Rufford-funded projects and can potentially scale up their work through application for 
further funding. The Grants Officer will work within a small team to review applications, 
provide feedback to unsuccessful applicants, and assess progress and project delivery of 
successful grantees. They will also identify and support grantees to deliver in-person 
learning events, funded by The Rufford Foundation, to build the capacities of participants. 
The Grants Officer will be encouraged to bring new ideas to enhance the foundation’s small 
grants and grantee development work.  
 
Principal Responsibilities  

Rufford Small Grants 

• Together with the Grants Manager, perform initial eligibility review of applications to 
the Rufford Small Grants Programme.  

• Act as first point of contact for all technical queries related to funding applications.  

• Compile feedback for unsuccessful funding applicants. 

• Provide advice and guidance to grantees whilst they are conducting their Rufford-
funded projects.  

• Together with the Administrator, ensure grantees are up to date with project 
reporting. 

• Review grantees’ project updates, financial report, narrative reports and final 
evaluation reports, checking that projects have been conducted in line with 
expectations.  

• Highlight, summarise and share project results and lessons learnt from Rufford Small 
Grants projects with colleagues.  

• Review referee feedback forms, submitted upon completion of Rufford Small Grants 
projects, and analyse referee comments for reporting back to grantees, colleagues, 
CEO and Trustees. 

• Support existing and previous winners of Rufford Small Grants to scale up their 
projects through the development of new funding applications for Booster and 
Completion Grants.  
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Learning Events and Conferences  
 

• Promote and facilitate opportunities for Rufford grantees to plan and deliver 
learning events that will bring together Rufford grantees and build their capacities 
through multi-day workshops held overseas.  

• Identify grantees who are interested and able to coordinate in-country learning 
events. 

• Review learning event funding applications, ensuring that events are designed to 
involve learning, sharing of knowledge and networking.  

• Assist with connecting grantees within countries and regions where learning events 
take place. 

• Provide grantees with connections to subject experts and trainers as required. 

• Take an active role in participating and facilitating learning events in agreement with 
the grantee(s) organising and hosting the event.  

• Review post-event reports and evaluations to gauge the effectiveness of each 
learning event and share lessons with grantees who are planning future events.  

• Identify and take part in events, conferences and networking opportunities in the 
UK, overseas or online. 

 
General 

• Represent The Rufford Foundation as required at events in the UK and overseas to 
promote Rufford Small Grants to relevant audiences and ensure that the foundation 
is well-connected with conservation and donor communities.  

• Work with grantees on the drafting of short communications based on the results of 
Rufford-funded projects that can be used for their own communications purposes or 
posted online by The Rufford Foundation.  

• Ad hoc work in support of the Grants Manager and CEO.  

• This job description is not exhaustive and the role may evolve.  
 
Person specification 

Experience 

• At least five years’ experience of working within an environmental or biodiversity 
conservation NGO. 

• Strong preference will be given to candidates with an MSc in an 
environmental/conservation-related discipline.  

• Experience of grant-making, ideally within the conservation sector.  

• Proven experience at reviewing funding applications for conservation projects, 
supporting the grant selection process and drafting feedback for funding applicants.  

• Experience of planning and delivering field-based conservation projects, preferably 
within developing country contexts.  

• Excellent planning and organisational skills including the preparation and delivery of 
workshops, training courses or conferences.  

• Knowledge of monitoring and evaluating conservation projects and learning events/ 
workshops.  
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Skills and abilities 

Essential 

• Strong interpersonal skills with proven ability to build and maintain positive 
relationships with colleagues, grantees and collaborators.  

• Interest in connecting with donors and others working in conservation and capacity 
building.  

• IT literate with experience of using online application and review systems. 

• Excellent written and verbal communication skills. 

• Good research, analytical and administrative skills.  

• Excellent time management skills and ability to prioritise tasks and work to 
deadlines.  

• Good team player.  

• Capable of working under their own initiative.  

• Able to undertake international travel.  

• Applicants must have the right to work in the UK.  
 
Desirable 

• Ability to communicate in a second language e.g., French, Spanish or another 
language.   

• Public speaking experience. 
 
How to apply 

If you have experience in administering grants and organising learning events, and are 

enthusiastic about supporting international conservation efforts, please submit the 

following details by Monday 29th August 2022 to Lisa Rogers lisa@rufford.org   

• Your CV, including details of two referees. 

• A covering letter (no longer than two sides) highlighting how you believe your skills 
and experience match the requirements of the role and person specification, as well 
as an indication of your notice period.  

Candidates selected for interview will be contacted by email or telephone. Interviews will be 

held at The Rufford Foundation’s office in central London during the week beginning 12th 

September 2022.   

Due to limited resources, we will only contact applicants that have been shortlisted for 

interview.   

mailto:lisa@rufford.org

