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1. PURPOSE OF POSITION 

The position of Director, Grants is responsible for the management of the Granting Program 

of the RCH Foundation. The position ensures that the process facilitates high impact for 

philanthropic funds, meaningful donor engagement and that Grants support medical 

excellence. 

 

The program is the cornerstone of how the RCH Foundation demonstrates the 

transformational benefit of donor funds, ensures transparency and best practice governance 

in the use of funds The Director, Grants has oversight of:  

 

• The management of the administration of the Granting Program 

• The management and development of the RCH Foundation’s Grants database 

• Leadership to staff within the team and strong peer engagement with the RCH 

Foundation Leadership Team 

 

2.   ORGANISATIONAL RELATIONSHIPS 

Position Title of Supervisor:   

 

Chief Executive Officer (CEO) 

 

Positions that also report to Supervisor: 

Chief Finance Officer 

Director, Fundraising 

Director, Communications 

Director, RCH150  

Executive Assistant 

People and Culture Advisor  

 

Positions that report to this position: 

Grants Officer 

 

3.  ORGANISATIONAL CONTEXT OF POSITION 

Founded in 1989, the RCH Foundation is the fundraising arm of the RCH, one of the world’s 

leading children’s hospitals. The RCH Foundation has the vital role of raising and distributing 

donated funds to the hospital.  While a legally separate organisation the RCH Foundation 

works closely with the RCH and its Campus Partners (Murdoch Children’s Research Institute 

and University of Melbourne) in achieving its vision.  

 

The people of Victoria love the RCH and in giving to the RCH Foundation, whether through 

linked fundraising appeals like the Good Friday Appeal or RCH Auxiliaries in their community, 

they feel a great ownership. As a result of this ownership and the fact that the RCH 

Foundation is custodian of these donated funds, the RCH Foundation takes seriously its role 

for and on behalf of those donors. 

 

Generous community support helps to sustain the hospital’s role as internationa l leader 

tackling some of the world's biggest health issues, and the RCH Foundation supports a vast 

network of fundraisers and donors.  Donated funds which drive the hospital’s growth are 

utilised for purposes of medical excellence, and support only the most innovative, life-



changing programs and initiatives – that would otherwise not exist - in the areas of research, 

leadership, training, technology, equipment, and patient and family centred care. 

 

The RCH Foundation will be building on its strong base to increase funds raised and will focus 

on responding to the exciting challenges and opportunities presented within the hospital’s 

state of the art facility.   

 

Vision We are The Royal Children’s Hospital (RCH) Foundation and we are changing the 

future of children’s health. Our vision is that the RCH, founded in philanthropy, 

supported now and in the future, will have the capacity to transform health care 

for children and young people. 

 

Mission We inspire our community to invest in the hospital’s future by supporting care, 

treatment, research and learning that will improve the lives of young people 

and their families. 

Statement of Impact 

Statement of Impact 

The hospital will become a global centre of excellence in the care and treatment of the sickest 

and most vulnerable children and young people. With the support of integrated research 

programs, great academic leadership and first class staff, it will truly be known for its impact 

on childhood disease, nationally and internationally. 

 

Values   

 

Integrity  

Moral, Ethical, Honest, Transparent and Trustworthy  

We show integrity in all our interactions. We build trust with our communities by being 

transparent and by respecting our donors, suppliers and colleagues.  

 

Gratitude  

Gratitude and appreciation guide what we do  

We are grateful to work in an organisation where young lives are being changed.  

We appreciate the generosity of our donors, the support of our colleagues and the respect of 

our community.  

We are grateful for the love the community demonstrates for our children.  

 

Innovation  

Change and creativity are central to who we are  

We empower each other to explore new ways to innovate and change.  

We support medical innovation and we enable the RCH to break new ground.  

 

Excellence  

Beyond best practice  
We hold ourselves to the highest standard.  

We are professionals in our field with a burning desire to pursue excellence.  

Our action orientation coupled with reflective practice drives growth and leads to significant 

impact for the hospital and our donors.  

 



4.  NATURE AND SCOPE OF POSITION 

 

4.1  Work Performed 

The role of the Director, Grants is to manage the Grants Program of the RCH Foundation. The 

position is responsible for the governance and administration of the grants program, for 

ensuring best practice and for driving improvements and efficiencies. Critical to the role is 

integrating the work with other RCH Foundation departments. and sharing grants information 

to develop collaborative partnerships with fundraising, finance, and communications teams.  

 

As the principal lead of the online grants management system, the Director ensures data 

integrity and workflow efficiency for grants staff, applicants, and grantees. The work is 

supported by a Grants Officer, who reports to this position. The person works with and 

develops the grants module in Salesforce, capturing all proposals, forecasting forward 

commitments of approved projects and has oversight of commitments and distributions of 

funds.  

 

4.2 Challenges and problem solving 

Challenges currently facing the position include: 

• Following a long-term incumbent and the need to build strong relationships across 

the campus  

• Develop and innovate from the strong base of the program  

• Identify improvements in systems, processes and staffing requirements 

• Maintaining a helicopter view of the program and its impact, while having to remain in 

the day-to-day management 

• Continual promotion of the Grants Program within the campus 

 

4.3.  Decision-making 

The position is a member of the Leadership Team and the role requires management level 

decision-making for grants management policies, practices and strategic direction. The role 

contributes to strategic decision making across numerous organisational areas, including 

knowledge management and grant matching, learning and development, and policies and 

procedures. As leader of a small team, the position makes decisions about the workflow of 

the Grants Team and work review, professional development and general supervision.   

 

The position makes decisions relating to the submission of proposals; whether deadlines have 

been met and whether proposals should be included for the committee review.  In 

undertaking research into the submissions, the person may write briefing notes for the 

committee; and makes judgments relating to the funding amounts requested. While not 

responsible for determining whether the proposals meet the RCH Foundation’s Funding 

Principles and are therefore to be funded, the person may make recommendations to the 

Grants Committee. 

 

4.4. Communication 

 

Internal 

• Other RCH Foundation staff – act in accord with the RCH Foundation’s values and 

create a team environment that works towards the success of the enterprise.  



• Work closely with the fundraisers, communications and finance teams. To be part of 

the team, and join in our flexible, supportive and passionate working environment with 

good humour and a positive attitude 

 

External  

• RCH and its campus partners – develop productive relationships to ensure smooth 

operation of the program and to assist where necessary the application process  

• Donors – play your role in ensuring high level donor engagement 

 

5. Key Accountabilities 

 

Leadership  
• Oversee the Grants Program and integrate its work with other RCH Foundation 

departments  

• Provide leadership to the Grants Team, including leading process improvement, 

distribution of work, keeping current with new technology in the field 

• Enhance the RCH Foundation’s long-range planning, strategy implementation, 

evaluation and learning, and communications efforts with knowledge of grantees, RCH 

Foundation history, and pertinent regulations. 

• Ensure timely communications of the program by liaising with internal teams 

• Invest in people and cultivate a team culture rooted in mutual accountability that 

inspires confidence, trust, respect and transparency to encourage information sharing 

and promote learning within the Foundation.  

• Serve as a role model that exemplifies leadership internally and externally through 

performance that is aligned with Foundation values and best interests.  
 

Grants Management  
• Supervise end to end granting process 

o Oversight of online system of proposal for funding submissions 

o Support the RCH internal assessment process and timely review of applications, 

prior to submission to the RCH Foundation 

o Assess submissions against the RCH Foundation’s Funding Principles 

o Review proposals for completeness and budget accuracy and assess proposals 

against the Funding Principles 

o Ensure high quality papers, reporting and data for the RCH Foundation Grants 

Committee  

o Manage grants, including financials and impact measures during the period of 

the grant 

o Manage submissions under internal delegations 

o Ensure timely and clear communications to applicants 

• Ensure accurate information is provided to the Finance Department for distribution to 

the RCH  

• Manage the timely receipt of acquittals 

• Determine and produce the qualitative and quantitative measures that are critical for 

tracking and understanding philanthropic impact.  

 

Grants Management Strategy and Evaluation 

• Develop, communicate, and implement effective grants management strategies  



• Ensure continuous process improvement, and the development and implementation 

of good practices, systems, policies, and management tools that advance the 

Foundation’s mission through grantmaking 

• Development and improvement of Impact Measurement Tools 
 

Compliance and Due Diligence  

• Maintain grants database, tracking information  

• Review decisions made and ensure compliance  

• Identify new and efficient ways of managing the proposal and distribution processes 

• Manage budget against agreed targets and strategy and give quarterly reports  

• Undertake forecasting of budget outcomes 

• Participating in financial, accounting and budgeting processes as required.  
 

System Oversight  

• Provide conceptual leadership of the grants section of the Salesforce database, in the 

evaluation and design of systems and processes for the collection, storage, translation, 

and reporting of data and information on the grants lifecycle.  

• Lead the development and implementation of policies, systems and practices on 

grants data collection, storage and analysis, as well as due diligence requirements and 

document retention.  

• Look for ways to further develop the grants module of Salesforce and recommend 

changes and developments 

• Promote the use of technology to enhance grant data analytics, measuring and 

reporting impact 

 

Funds - Impact/Donor relations  

• Manage tied funds within the RCH Foundation and seek to match proposals  

• Review grants for possible submissions to other agencies (e.g. Trusts and Foundations)  

• Ensure the Fundraising Team have all the information needed to enable them to 

approach donors and seek approval for use of funds  

• Liaise with RCH Clinicians/Departments to provide information to fundraising so that 

they may propose funding opportunities to donors   

• Provide grants list for annual publications  

• Provide feedback when project complete which allows for successful impact reporting 

to donors 

• Coordinate annual projects for the Good Friday Appeal in the lead up to the Appeal 

and impact reporting after the Appeal 

 

6. KNOWLEDGE, SKILLS AND EXPERIENCE  

 

Qualifications and experience 

Ideally a tertiary qualification in a relevant field or appropriate experience 

 

Attributes 

The Director, Grants will be an accomplished leader and manager who directs both grants 

management strategy and execution. The Director, Grants will have a background promoting 

professional development opportunities and motivating staff, as well as be a natural 

collaborator who enjoys empowering teams across an organisation.  



AGREEMENT TO THIS POSITION DESCRIPTION  
 

Signed: Sue Hunt, Chief Executive Officer 

The Royal Children’s Hospital Foundation 

Signed by the Appointee 

Appointee Name: 

 

Signature: 

 

Signature: 

Date: Date: 

 

 

This role requires an open and engaging communication style, active listening, and the ability 

to translate ideas and information across diverse stakeholders. The successful candidate will 

know how to provide generative insights on Foundation priorities and incorporate diverse 

perspectives in decision-making.  

 

The Director, Grants will possess the professional maturity to hold colleagues accountable to 

grants management policies and practices, as well as consistently adhere to grant making 

procedures, including use of the grants management system. 

 

KEY SELECTION CRITERIA 

• Previous experience in high-level leadership in a grant making body, preferably the 

not-for-profit environment 

• Strong administrative skills, with sound knowledge in Word, Excel and Database 

applications 

• Demonstrated experience in managing budgets, schedules and multiple projects or 

accounts simultaneously 

• Excellent written and verbal communications and interpersonal skills with an ability to 

build and maintain relationships 

• Attention to detail, ability to think strategically and clearly under pressure, working 

under own initiatives to strict deadlines 

• Commitment to the RCH Foundation’s values and a working style that reflects these 

• Experience in operating effectively in a flexible, team environment with excellent client 

service skills and focus 

 

DESIRABLE: 

• Experience with Salesforce as a platform for content management.  

• Experience in not-for-profit / charity organisation 

 

7. TERMS AND CONDITIONS 

The position is offered as a three-year contract and is subject to renewal. There will be 

a six-month probationary period in the first instance.  As a not-for-profit organisation, 

the RCH Foundation offers attractive salary packaging options. There may be there 

requirement for some out of hours work and time in lieu is offered. The RCH 

Foundation offers flexible working arrangements.  

8. PERFORMANCE INDICATORS 

To be agreed in a work plan. 

 

 

 

 

 

 

 



 

MORE INFORMATION AND HOW TO APPLY  

Applications must address the Key Selection Criteria in the position description (Section 6). 

Applications that do not address the Selection Criteria will not be considered.  
 

• More information — for further information or queries about this role, please 

email Nick Cartwright, Manager Operations at Nick.Cartwright@rch.org.au 
 

• Submitting your application — apply by 5pm, 20th August 2021 at 

https://rchfoundation.bamboohr.com/jobs/view.php?id=40  

 

• We will acknowledge receipt of all applications, however only shortlisted applicants will 

be contacted.  

 

mailto:Nick.Cartwright@rch.org.au
https://rchfoundation.bamboohr.com/jobs/view.php?id=40

