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Application Form
                

Position: Charity Coordinator 

Appointment: 2 Years 


Job Description

A member of the National Council responsible for securing funding for our charity through compelling contract bids and grant applications. 

Bid development – Research, write and submit high quality bids, grant proposals and funding applications with clarity, precision and impact. 
Conducts through research to identify opportunities for relevant sponsorship and funding opportunities at local, regional and national levels.  
Identify evidence and data by researching relevant reports to provide supporting data to our bids. 
Prepare responses to questions in advance, and keep these updated, ensuring high quality responses can be provided quickly when an opportunity to bid for a grant or funding application arises. 
Cultivate and maintain positive, open relationships with commissioners and funders including attending meetings, submitting questions and keeping contacts updated. 
Ensure all proposals and applications comply with the requirements of the funding body and meet deadlines for submission. Ensure that the administrative support required as part of a tender submission is in place and all required documentation and organisational details are collated and submitted. Co-ordinate the preparation of timely and accurate reports for funders.
Support the monitoring and evaluation of funded projects to measure impact and outcomes.
Excellent written communication skills with strong attention to detail and the ability to work to tight deadlines whilst managing bids simultaneously. 
Excellent communication skills to provide regular feedback and commentary to the Executive and National Council 

Please complete and return this form by email to admin@btba.org.uk 



Section 1: Applicant Details

	Name:
	

	Address:
	

	Postcode:
	

	Telephone:
	

	Email Address:
	

	BTBA Number:
	

	Date of Birth:
	




Reference Details
Please supply details of up to 2 referees who agree to be contacted by the BTBA, if necessary.  Referees must be over 18 years of age.

	Name:
	

	Address:
	

	Postcode:
	

	Telephone:
	

	Email Address:
	

	BTBA Number:
	

	Date of Birth:
	



	Name:
	

	Address:
	

	Postcode:
	

	Telephone:
	

	Email Address:
	

	BTBA Number:
	

	Date of Birth:
	





Section 2: Personal Profile

	Current position e.g. member of Local Association and duties performed:

	




	Previous position(s) held and brief description of duties:

	

	Please indicate briefly (no more than 1500 words) why you are applying for this role. You should highlight any particular skills and previous experiences you feel make you a strong candidate for this position and any relevant training undertaken or qualifications held.

	
























Section 3: Declaration

I declare that, to the best of my knowledge and belief, the information provided in this Application Form is correct. 

We are committed to safeguarding and promoting the welfare of children and expect all applicants to respect this commitment. This post is subject to an enhanced DBS check.

	Signature
	


	Date
	




Section 4: For Office Use Only

Head Office Key Dates:

	Activity
	Date

	Application closing date 
	28th February 

	Acknowledgements sent by
	On Receipt

	Applications sent to selection Committee by
	1st March 2026

	Selection Process 
	4th March 2026

	Candidates informed 
	9th March 2026




	Date application received

	

	Date acknowledged
	

	Date of interview 
(If applicable)
	

	Position offered
	

	Position accepted
	

	Date DBS completed
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