
 

Head of Grants – Job Description 

Introduction  

Theatre for a Change specialises in behaviour and policy change using innovative and 
participatory approaches, particularly in education and sexual and reproductive health and 
rights (SRHR). Our goal is the empowerment of the most vulnerable and marginalised women 
and girls, and our unique approaches have established us as leaders in the field.  

Based in the UK, we support our sister organisation, Theatre for a Change Malawi, to deliver 
large-scale programmes for marginalised groups in Malawi. We also work in partnership with 
international development partners, with whom we are working in six other countries in sub-
Saharan Africa and Southeast Asia. See www.tfacafrica.com for more. 

The Head of Grants is a senior position reporting directly to the Executive Director and the 
Board of Trustees in the UK. 

Key Purpose  

Head of Grants will lead on:  

• Major grant management, including two new recently confirmed multi-year grants 
worth £4m over 6 years;  

• Collaboration with programme, finance and monitoring, evaluation and learning 
teams in country;  

• Financial and narrative reporting;  

• Maintaining our reputation and track record for the highest standards of financial and 
programme management. 

Key Responsibilities 

1. To play a leadership role in the success of the organisation in delivering our five-year 
strategy and in achieving our goal, working closely with our sister organisation in Malawi, and 
representing Theatre for a Change at a senior level with our partners and donors. 

2. To lead on the management of the grant portfolio by:    

a) Regularly reviewing performance of grants against targets and budgets (including re-
forecasting of budgets and staffing timelines), providing quarterly activity and financial 
reports for the Executive Director, Trustees and funders, detailing delivery against outcomes 
and targets  

http://www.tfacafrica.com/


 

b) Contributing to the learning process among Project and Programme Managers by feeding 
back on monthly internal financial, narrative and data reports; 

c) Supporting grant compliance by the in-country teams; 

d) Overseeing the requests for funding from in-country teams to ensure funds transferred are 
in line with the planned grant cashflows. 

2. To ensure that all returns detailing the expenditure and usage of all grants are compiled 
accurately and returned promptly in accordance with the grant terms, budgets and 
conditions.  

3. To manage and develop a close ongoing relationship with funders, including providing 
regular updates and being the first point of contact for Theatre for a Change UK grants, and 
managing donor in-country visits.  

4. Negotiating with donors on behalf of in-country teams when the project budgets / plans 
change due to learning. 

5. Lead, manage, and implement continuous improvement initiatives for grants 
administration, ensuring that solutions align with our strategic goals and business plan. 

6. To identify funding gaps and lead on the development of fundraising activities, in close 
cooperation with relevant colleagues and participants, and with reference to existing 
organisational and project log frames and an overview of the cash flow. 

Person Specification 

Essential 

• A demonstrable passion and commitment to the values, goal, vision and mission of 
Theatre for a Change. 

• Outstanding track record in managing multi-year funding of at least £750,000 per 
annum from international donors such as DFID and Comic Relief. 

• Experience of grant and commercial contract management including  a demonstrable 
track record of delivering excellent financial and programme performance against 
agreed targets and objectives. 

• Experience of working in international development contexts, and a desire to travel 
to work with in-country teams. 

• Ability to act as a role model for positive, collaborative and cross-organisational 
working. 



 

• Ability to work with in-country teams to create a robust evidence base, packaging and 
communicating findings for a range of stakeholders. 

• High level of competency of written and oral communication skills with internal and 
external audiences, including formal reports and presentations. 

• Advanced proficiency in: Microsoft Word, Excel, PowerPoint and Internet research 
skills. 

Desirable 

• Masters in International Development or related field; 

• Experience of living and working in developing countries; 

• Experience of working in gender and sexual and reproductive health. 

 

Starting salary band of £38,000 - £42,000 per annum  

How to submit your application 

Send a letter of application addressing the above Job Description and Person Specification, 
along with your CV, by e-mail to info@tfacafrica.com 

Closing date for applications is Monday 15th October 2018  

The first round of interviews will be held week commencing 22nd October. If you have made 
an application and have not heard anything by that date, please assume that your application 
has not been successful. Should this be the case we would like to thank you for your time and 
effort in submitting your application. 

 

 


