Funding Assistant
 
 

As a Funding Assistant at Surface Gallery you will preferably work a minimum of one day a week and will attend a team meeting once a month, this will be more often during busy times, such as deadline periods for funding applications. All volunteers are also expected to invigilate exhibitions and events and keep on top of daily administration.

 
You will work closely with the coordinator and team and will all be responsible for:

  
· Research what funding requirements we need from month-to-month, for example if we need to prioritise applications for office equipment, facilities like sinks, work to be carried out such as plumbing or electric, funding to support a specific volunteer opportunity or for an up coming exhibition.
· Research and identify funding streams which match the aims and objectives of the Gallery 
· Research opportunities available to volunteers and to the organisation.
· Write draft fundraising applications and proposals. These will be proof read by the committee before they are sent to funding organisations.
· Maintain and develop Sponsorship and Opportunities databases to document research and contacts into possible sponsors and opportunities for the volunteers and the gallery
· Following up funding applications and answering funding enquiries.
· Develop contacts and support with NVAC and other providers and funders.
· Attain sponsorship from local and national companies and organisations in collaboration with Marketing team through letters and emails.
· Liaise closely with Committee, Cooperative membership and Finance team to determine in what areas funding is required and to approve all applications.
· Document and file all successful and unsuccessful funding applications correctly in the funding folder of the gallery computer.
 
