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Sustainability Lead – Bid Writing
This post is restricted to women due to the nature of the role. The Occupational Requirement under Schedule 9 (part 1) of the Equality Act 2010 applies.
Salary:		£10,290 pa (FTE:  £38,588)
Length of contract: 	permanent
Hours: 		10 hrs hours/week (15 hrs hours/week would be considered)
Base: 			St Saviourgate, York (hybrid/flexible)
Accountable to: 	CEO
The Kyra Women’s Project is the only independent charity in York which is dedicated to women’s self-development and transforming women’s mental wellbeing. It is run by women for women. The charity brings together women who are isolated, emotionally vulnerable, or who are looking for help to improve their wellbeing.

PURPOSE OF ROLE
We are seeking a dedicated and passionate bid writer to join our team. You will play a vital role in helping to secure the funding for our organisation through compelling contract bids and grant applications that enable us to deliver life-changing support for women needing our support. This position involves researching funding opportunities, working with colleagues and our members (service users) to ensure their voices and needs are at the heart of every bid, crafting compelling grant proposals, and managing application and reporting processes to maximise income and nurture long-term funding partnerships. You will take a lead role in researching, developing, writing and submitting detailed applications and funding proposals for trusts and foundations, individuals, corporates and others.
We are looking for someone who is passionate about gender-specific services that make a tangible, lasting and positive difference to women’s lives and would enjoy the chance to make the case to donors, trusts and corporate organisations to fund our work at Kyra.




KEY TASKS AND RESPONSIBLITIES

Research & Prospecting
· Identify and research suitable funding opportunities from trusts, foundations, corporates, government bodies and other grant-makers.
· Engage with colleagues and members (service users), where appropriate, to understand their needs and priorities, ensuring research is grounded in real experiences and informs potential funding opportunities.
· Research relevant reports and data to evidence the need for our services and support funding bids.
· Maintain an up-to-date database of prospects and funding deadlines.
· When potential tender/funding opportunities are identified, conduct initial review of the key information e.g. deadline dates, contract length, amount available and information required for submission.
· Prepare responses to standard Invitation to Tender questions in advance, and keep these updated, to ensure high-quality responses can be provided quickly when an opportunity to bid for a contract arises.
· Research and identify potential cost-savings for statutory organisations (Local Authorities and NHS) as a result of contracting the charity to provide services and offerings we do through Kyra.
· Cultivate and maintain positive, open relationships with commissioners and funders including attending meetings, submitting questions and keeping contacts updated.

Bid Writing
· Work with the CEO and colleagues to plan, write and deliver high quality tenders/bids, grant proposals and funding applications - incorporating insights from colleagues, external partners, and members (service users) to ensure their voices and lived experiences are central to each submission, within agreed deadlines, contributing to our income generation strategy, document production and content sign-off.
· Ensure all bids are submitted on time, meeting funder deadlines and requirements.
· Develop and maintain an understanding of Kyra’s mission and impact, so as to present a compelling case to funders.

· Grants Management
· Track application statuses and ensure timely submission of proposals and supporting documentation.
· Support CEO and the Finance and Operations Manager in the preparation of progress reports and funding updates in accordance with funder requirements, and for the Board/Committees.
· Maintain accurate records of applications, outcomes, and donor communications.
Professional Development & Compliance
· Attend and actively engage in team meetings, training and events as directed by the line manager to maintain best practice standards and support ongoing professional development.
· Read, understand, and adhere to Kyra’s policies, staying up to date with any changes as instructed by the line manager and ensuring all work is carried out in line with these policies.
· Practice diversity, equity, and inclusion 
· Attend and actively engage in supervision sessions as directed by the line manager to ensure best practice, receive guidance, and prioritise personal well-being.
· Work with the Finance and Operations Manager and Programme Leads to produce project budgets for grant applications.  
· Any other duties that may be required and that are commensurate with the role. 

Person specification:  
	Qualifications, skills and experience

	Experience of success in grant/bid writing to generate income from small and major trusts/funding bodies/government bodies and through a tendering process. 
	Essential

	
	Experience of liaising with internal colleagues to identify funding requirements and opportunities
	Desirable 

	
	Excellent literacy skills and ability to write persuasive and compelling copy
	Essential 

	
	Ability to use email, database, Microsoft Office and other relevant IT systems
	Essential

	
	Experience of costing projects and developing budgets
	Essential

	
	Financial acumen and an understanding of budgets and financial reports. The ability to integrate financial data into funding applications 
	Desirable

	
	Familiarity with the specific funding opportunities available for charities, including local government, National Lottery, trusts and foundations
	Desirable

	
	Able to manage multiple proposals simultaneously, meeting tight deadlines and ensuring high-quality submissions
	Essential

	
	Knowledge of the voluntary sector
	Desirable

	
	Knowledge of fundraising legislation
	Desirable

	
	Meticulous attention to detail
	Essential

	Attitudes
	Proactive and able to work to maintain a high standard of performance with minimum supervision in an impact-driven environment.

	Essential

	
	Excellent communication skills, with an ability to build strong working relationships with people from diverse backgrounds, with an openness to new ways of working
	Essential

	
	Strong organisational and time management skills
	Essential

	
	Able to work alone and in a busy office environment, a team player with a belief in the value of collaborative approaches to learning.

	Essential

	
	Calm and reliable, able to multi-task and prioritise appropriately, including reacting immediately to funder requirements
	Essential

	
	Committed to inclusion, equality and diversity

	Essential 
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