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JOB TITLE: External Funding Bid Writer 
 

GRADE: 
JOB CODE: 

10 
 

SERVICE AREA: Economy & Environment 

REPORTS TO: External Funding 
& Business 
Development 
Manager 
 

LOCATION: Civic Centre & Home 
Working 

SPECIAL CONDITIONS: • Evening working may be required to fit in with customers’ needs 
• Casual car allowance is payable 
• Some home working will be allowed in line with Council 
procedures 
 

 
At Walsall Council, we believe that people are at the heart of everything we do.  In our work, the way 
we listen and respond to our customers and colleagues will determine the way we grow and bring 
Council’s vision to life.  To succeed, we must push the boundaries of customer service and added value 
- outstanding is the new standard and the new routine.  Using evidence-based insight into solving 
problems, managers will create an environment that provides opportunities for all individuals and 
communities to fulfil their potential.  As leaders of people, managers will: 
 

 Work collaboratively to develop strong working relationships and provide a bridge between the 
council and the communities it serves; 

 Embrace change and strive for improvement continuously; 

 Provide value for money to ensure services are delivered in a timely fashion, combining 
sustainability with quality; 

 Challenge the status quo, enable and empower, act with integrity. 

 Together, they will deliver services that the people of Walsall will be proud of. 

 

1. Corporate duties and accountabilities: 
 

 The post holder will comply with and promote the Council’s Health, Wellbeing and Safety at Work 
policies and ensure these are implemented effectively within his/her areas of responsibility. 

 A priority for the Council is the protection of vulnerable people, ensuring they are able to live as 
independently as possible.  The post-holder will promote and engage with Council’s responsibility 
to safeguard the welfare of children, young people and adults, and protect their right to be safe 
from harm.   

 Through personal commitment and clear action, the post-holder will promote the Council’s 
employment policies, with particular reference to diversity, equality of access and treatment in 
employment, service delivery and community involvement.  To support/develop a working culture 
within these services that reflects the corporate vision. 

JOB DESCRIPTION (JD) 

AND EMPLOYEE 

SPECIFICATION (ES) 

Manager Template 



 

Page 2 
 

 Ensure that the services provided aligned to the Council strategy, vision, aims, objectives, 
priorities and continuous improvement programme and play their part in achieving these.  This 
includes compliance with Standing Orders, Financial Regulations, Code of Conduct and the 
Councils Policies and Procedures.   

 This job description sets out a summary of the duties and accountabilities of the role. It is not 
intended to be exhaustive. 

 
2. Main purpose of the job role: 
 

 Working under the direction of the External Funding and Business Development Manager, to 
raise our game in bidding for and securing significant levels of external funding that supports 
the Council and its partners to achieve their ambitions and strategic objectives. This 
includes; drafting an External Funding Strategy, identifying and securing funding from a 
range of agencies, leading on bid submission, and coordinating action across Council 
services and partners to maximize success. Key duties: 
 

 To support the drafting, consulting on and implementation of a new External Funding 
Strategy that focusses delivery against Council priorities. 

 

 To lead / deliver active joint working across Council departments and key partners / 
stakeholders that supports the successful implementation of the External Funding Strategy. 

 

 To take responsibility for establishing and running a successful External Funding Group that 
brings together key players to develop funding proposals, share resources and good 
practice to ensure success. 

 

 To develop strong relationships with the Voluntary, Private and Commercial Sectors across 
Walsall and beyond, to support the delivery of the External Funding Strategy. 

 

 To ensure that wherever possible that external grants procedures and any delegated 
responsibilities are complied with and that all parties understand their responsibilities for 
each application they are responsible for. 

 

 Ultimately to lead on the drafting of bid submissions, that are timely, of high quality and that 
succeed in bringing significant amounts of new funding into Walsall.  
 

 
3. Role specific duties and accountabilities:  
 
Horizon Scanning 

 To lead on drafting of bid submissions that are timely, of high quality and succeed in bringing 
significant amounts of new funding into Walsall, followed by ensuring that all parties are 
clear on their on-going responsibilities, including: outputs, spend, monitoring, reporting and 
claims submission.  
 

 To take responsibility for drafting, consulting on and implementing an External Funding 
Strategy for Walsall, capable of focusing delivery against agreed Council priorities. 
 

 To support the development and provision of good information sources and repositories for 
external funding sources and bid preparation processes for staff; and ensuring that this 
information is complete, accurate and up to date.  
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 To act as the technical expert, conduct research and provide advice on potential sources of 
external funding at the earliest opportunity ahead of funding application deadlines. 
 

 To lead on the coordination and preparation of major funding proposals on behalf of the 
Council including identifying appropriate contractual deliverables, negotiating with funding 
bodies, managing communications channels and portals, liaising with collaborative partners, 
securing match funding and preparing and submitting funding applications and supporting 
documentation.  
 

 The post is not restricted to external funding, and the post holder will be required to draft and 
submit internal applications for support in line with agreed processes. 

 

Leading People 
 

 To ensure that effective joint working across Council departments and key partners / 
stakeholders is maintained in support of the successful implementation of the External 
Funding Strategy. 
 

 To take responsibility for establishing and running a successful External Funding Group that 
brings together key players to assist in the development of innovative funding proposals, 
sharing of resources and the development of good practice to ensure success. 
 

 To lead on the development of strong relationships with the Voluntary, Private and 
Commercial sectors across Walsall and beyond, to support the delivery of the External 
Funding Strategy. 
 

 To support relationship management with key funding agencies such as the European 
Commission, Government Agencies (such as Department of Ministry Housing Communities 
and Local Government, Department of Business Innovation and Skills etc.), Big Lottery 
Fund, Combined Authority etc. 
 

 To develop and deliver training for internal staff involved in grant bidding and managing 
externally funded projects.  

 
 

Managing Resources 
 

 To negotiate as required to secure financial by-in / contributions / match funding to support 
funding applications, followed by setting into place the appropriate SLA / Contracts / 
Collaboration Agreements to ensure all parties are clear and bound to their commitments.  
 

 Take responsibility for ensuring that bids submitted meet the needs and requirements of key 
external funders (including MHCLG, ESFA, DWP, DCMIS, Nesta, Big Lottery and European 
Commission) in order to maximize success, ensuring that all submitted bids hold realistic 
and Value for Money deliverables.  

 
Managing Performance 
 

 To develop an agreed performance framework to monitor and evaluate the success of the 
External Funding Strategy / bid submissions etc. and ensure that appropriate electronic 
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records and archives for external funding are developed and maintained, allowing timely and 
accurate data to be accessed and presented. 
 

 Ensuring that wherever possible that external grants procedures and any delegated 
responsibilities are complied with and that all parties understand their responsibilities for 
each application they are responsible for. This will include; 
 
- Full compliance with Council procedures and financial regulations etc. 
- Full compliance with Walsall’s Grants Manual and associated procedures 
- To update the Grants and Grants Application register for the Directorate 
- Working  with  Directorate  Support,  to  comply  with  Corporate/Directorate  Grant  
rules  and requirements etc. 
- Joint working with finance officers to ensure we are meeting these requirements as 
required. 
 

 Where appropriate to take responsibility for delegated projects and programmes including 
European Funding Technical Assistance and Grant Funding Programmes ensuring that they 
are delivered in accordance with their approvals, requirements and delivered their agreed 
outcomes etc. 
 

 If required to take appropriate remedial to achieve agreed outcomes/outputs, or alternate 
project/initiatives are formed to utilise the available resources. 

 

Managing Self 
 

 To be accountable for own progression in career development by learning through training 
opportunities and both personal and professional development opportunities. 
 

 To keep up to date with Walsall Council and services policy, national trends, research, 
government guidelines, funding issues, etc. 
 

 To take on responsibility for the delivery of additional duties as reasonably requested by 
your line management, commensurate with your grade. 

 
 

 
4. Key Stakeholders and reporting lines 
 

 To be a key member of the External Funding Team, working collaboratively with colleagues 
across the Council. 
 

 To provide clear and accurate advice and guidance, as required, to Elected Members, 
Cabinet Portfolio Holders, the Corporate Management Team and other management teams. 
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JOB TITLE Externa; Funding Bid Writer GRADE G10 

 

 

Using the Job Description consider what essential behaviours, abilities and 

knowledge are required by a person to perform each of the main activities 

and accountabilities of the job safely and effectively. 

  

Indicate when 

Assessment is 

possible: at 

Application 

form =A 

interview=I 

both=A/I 

test = T 

WEIGHT 

CODE 
shows relative 

importance 

Low=1 

Medium=2 

High=3 

Behaviours: refer to corporate behaviours document   

Professionalism - Actively seek ways to prevent over-complication or 
confusion of service delivery through innovation, being open to change and 
the removal of barriers including challenging negative behaviours.  

A/I 3 

Leadership - Leads by example, optimising those resources allocated, 
Communicates clearly taking account and welcoming feedback. Takes a 
positive and resilient approach to change understanding the longer-term 
vision of the Council and/or service areas.  

A/I 3 

Accountability - Adopt a ‘can do’ attitude in the work that I deliver taking 
accountability for my own performance and development and responsibility 
for my actions and decisions. I will demonstrate inclusivity and promote the 
values of diversity and equality.  

A/I 3 

Transparency - Work with others to reach a common goal; sharing 

information, supporting colleagues and searching out expertise and solutions 

from relevant partners and/or communities we serve. 

A/I 3 

Ethical - Aware of own impact on others through valuing openness, treating 
everyone with respect and listening carefully to understand the views of 
others in order to build trust.  

A/I 3 

   
Abilities/Skills: (refer to JE guidance document)   
Outstanding grant / bid writing skills. A/I 3 

Excellent verbal and written communication skills, for a wide variety of 

audiences. 

A/I/T 3 

Strong numeracy skills, with previous experience of compiling and managing 

budgets 

A/I 3 

Effective negotiation skills A/I 3 

Excellent ICT skills and abilities A/I 3 

Able to prioritise a varied workload and keep track of a large volume of 

ongoing projects with multiple and conflicting deadlines 

A/I 3 

The ability to form and maintain effective relationships with a wide variety of 

people from a diverse range of bodies and organisations 

A/I 3 

   
Knowledge/Experience:   
   

https://go.walsall.gov.uk/about_the_council/jobs_and_careers/walsall_councils_behavioural_framework_proud_to_be_a_manager
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Strong track record of developing, delivering and submitting successful high 
value funding applications to a range of funding bodies. 

     A/I 3 

Excellent knowledge of external funding application methods and techniques A/I/T 3 

A fully detailed knowledge and understanding of funding streams that can 

support Economic Development / Regeneration etc. 

A/I 3 

Experience of securing match funding (cash or in kind) from a range of 

partners 

A/I 3 

Experience of presenting reports and submissions to a wide range of senior 

officials 

A/I/T 3 

Experience of establishing and maintaining effective working relationships 

with senior officials within external organisations and agencies 

A/I 3 

Marketing experience, ideally in a fundraising environment A/I 2 

Experience of operating within and understanding the Political environment, 

managing relationships with key members at all levels. 

A/I 3 

Evidence of continuous professional development. A/I 2 

   
Qualification: Specify any qualifications that are a minimum requirement, please include any 

equivalent qualifications that would be deemed acceptable or if this can be obtained through on the job 

experience. 

  

Educated to degree level or possessing equivalent experience within the 

appropriate fields. 

A/I 3 

A relevant funding or project qualification e.g. IOF, AMP, PRINCE 2 or 

equivalent experience. 

A/I 2 

   
Other Essential Requirements   
An awareness of, and commitment to, equality of opportunity I 3 

Awareness of, and commitment to, confidentiality and handling data I 3 

   
Prepared by: M Lavender / K Davies  Date: Feb 2020 

 


