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JOB DESCRIPTION: GRANT SUPPORT CO-ORDINATOR (CYPFEIF & ALEC FUND) 
– MATERNITY COVER 
 
 
Job Title: 
 

Grant Support Co-ordinator (CYPFEIF & ALEC Fund) – 
Maternity Cover (12 months from May/June 2021) 
 
Possible secondment opportunity 

Hours: 21 hours per week  
 

Reports to: Project Manager (CYPFEIF & ALEC Fund) 
 

Salary Banding: F3 
 

Location: 
 

Riverside House 
502 Gorgie Road 
Edinburgh EH11 3AF 
 
Please note all Corra staff are currently working from home, 
as per government advice. 

 

JOB CONTEXT 
 
Corra Foundation exists to make a difference to people and communities, by encouraging positive 
change, opportunities, fairness and growth of aspirations, which improve quality of life. Our vision 
is for a society in which people create positive change and enjoy fulfilling lives. 
 
Corra has over 35 years’ experience as one of Scotland’s leading grant-makers, distributing almost 
£159m through nearly 16,000 grants to charities.  
 
Corra’s roots are in supporting communities. We have the great privilege of working with people, 
charities and communities who do incredible work to respond to the challenges we face.  
 
Increasingly we try to work in different ways, getting alongside people while they hold the power 
and Corra supports where it can.  
 
We want to be the best grant maker we can be, whilst also developing our place-based work, 
sharing learning to influence policy and practice and creating spaces for people to tell their own 
stories and make their voices heard. 
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JOB PURPOSE 
 
The Grant Support Co-ordinator (CYPFEIF & ALEC Fund) is responsible for supporting the delivery of 
the Scottish Government’s Children, Young People and Families Early Intervention & Adult Learning 
and Empowering Communities Fund (CYPFEIF & ALEC Fund) to the highest possible standard to 
ensure that all contractual obligations are adhered to and that Corra Foundation continues to be an 
exemplary and progressive grant-maker. You will provide support to the Project Manager (CYPFEIF 
& ALEC Fund) and the Grant Advisors (CYPFEIF & ALEC Fund) in dealing with the day to day running 
of the Fund. 
 
As with other foundation staff, there will be the requirement to be flexible and to provide support 
for other aspects of Corra Foundation business as and when required.  
 
STRUCTURE 
 
An organogram detailing Corra Foundation’s structure, and where this role fits, is attached at 
Appendix 1. 
 
MAIN ACTIVITIES & RESPONSIBILITIES 

EXEMPLARY GRANT-MAKING  

• Deliver a high level of customer service to everyone involved in the CYPFEIF & ALEC Fund, with 
a can-do attitude, aiming to creatively respond to challenges and needs. This includes 
interacting with funded organisations, the Scottish Government and Education Scotland 
officials. 
 

• Assist in the delivery of the contract for the CYPFEIF & ALEC Fund, including involvement in the 
planning of: 

 
o Six-monthly reporting from funded organisations; 
o Quarterly payments to funded organisations; 
o Six-monthly reporting to Scottish Government; 
o The support and engagment programme. 

 
• Maintain an accurate database of all grants contacts and associated correspondence for 

CYPFEIF & ALEC Fund using Salesforce. 

• Set up and amend Salesforce records, reports, listviews and dashboards to enable effective 
management of the CYPFEIF & ALEC Fund 

• Provide support and advice by telephone on the CYPFEIF & ALEC Fund as well as Corra 
Foundation’s own grant-making programmes. 

• Actively manage emails received in the sg@corra.scot inbox, taking action where possible and 
ensuring appropriate actions are taken where responsibility lies elsewhere, and emails are 
properly filed for future reference. 

• Production of high quality work such as letters, reports and presentation material initiated by 
other members of the CYPFEIF & ALEC Fund team.  

• Play an active role in the delivery of the support and engagement programme, including taking 
a lead on the production of the fund quarterly newsletter, planning, setting up and running 

mailto:sg@corra.scot
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online training and networking events/ organising and coordinating face-to-face events once 
this becomes possible, , ensuring all support material for events is produced to a high 
standard, and playing a coordinating role in the planning, delivery and evaluation of the annual 
fund conference. 

• Lead on the testing of monitoring reports for funded organisations, and ensure these are 
received by agreed deadlines.  
 

• Play an active role in ensuring quarterly grant payments are processed accurately and on time 
including chasing and processing grant claim forms. 

 
• Ensure that detailed financial records for all aspects of the contract are maintained. This 

includes developing a quarterly payment schedule and draw down schedule each year, and 
ensuring the payment schedule for each funded organisation is accurately transposed to 
Salesforce. 

 
• Maintain exceptional communication with applicants, providing timely notification and/or 

responses to any correspondence received.  
 
• Contribute to the content of six monthly reports provided to Scottish Government, including 

analysis and presentation of information from Salesforce, lessons learned, and financial 
information. 

 
• Keep the fund webpages updated including uploading resources from events. 

• Carry out necessary checks to prevent any possible breaches of GDPR compliance in relation to 
the CYPFEIF & ALEC Fund and report any concerns. 

• Represent the CYPFEIF & ALEC Fund team wihin Corra Foundation as a ‘Salesforce Champion’, 
ensuring that Salesforce is used and developed effectively and timely to support the CYPFEIF & 
ALEC Fund. 

• Where required, attend meetings with Scottish Government and Education Scotland officials, 
including the CYPFEIF & ALEC Fund contract managers and policy officers directly linked to this 
funding. 

• Undertake general clerical duties such as maintenance of filing systems, photocopying, 
meeting organisations, booking venues, arranging catering, and general housekeeping relating 
to the CYPFEIF & ALEC Fund. 

• Work with Corra Foundation’s Core Operations and External Relations teams to ensure that 
administration systems align with operational and reporting structures.  

• If required, support the work and promotion of any other area of Corra Foundation’s business 
in fulfilling its strategic aims. 

 
SKILLS REQUIRED FOR FULLY ACCEPTABLE PERFORMANCE 
 

• The job holder must be able to plan, organise and prioritise their own work loads. 
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• High level of computer literacy with a good working knowledge of Microsoft windows-
based programmes especially MS Excel and database management programs, ideally 
Salesforce.   

• Ability to use a variety of online tools and platforms to manage work, ideally including 
Zoom, Form Assembly, Mailchimp, Eventbrite and Wordpress. 

• Ability to organise both online and face-to-face events, and ideally some knowledge of 
online tools for meetings and events. 

• Ability to maintain administration records with a high degree of attention to detail. 

• The job holder must be able to absorb a wide range of potentially complex information and 
summarise this to provide a clear set of recommendations or solutions. 
 

• Principal skills include ability to think analytically, communication both written and oral, 
and strong interpersonal skills. 
 

• The job holder must be willing to develop new skills as appropriate. 
 

WORKING CONDITIONS 
 
This role will be based at Riverside House, Gorgie Road, Edinburgh.  As a result of the government 
restrictions around COVID-19 all staff are currently working from home. 

The jobholder is line managed by the Project Manager (CYPFEIF & ALEC Fund).  Regular support 
and supervision meetings as well as bi-annual appraisal meetings will take place. 
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