
 

 

 

Job Title: Grants Officer 

Location: London or Cardiff 

Reports to:  Grants Manager  

Grade: 4 

Budget Responsibility: None 

Line management responsibility: None 

Child Safeguarding Level: 1 

 

Overview  

We are Elrha. A global charity that finds solutions to complex humanitarian problems through 

research and innovation. We are an established actor in the humanitarian community, 

working in partnership with humanitarian organisations, researchers, innovators, and the 

private sector to tackle some of the most difficult challenges facing people all over the world.  

We equip humanitarian responders with knowledge of what works, so that people affected 

by crises get the right help when they need it most. We have supported more than 200 

world-class research studies and innovation projects, championing new ideas and different 

approaches to evidence what works in humanitarian response. 

Our Programmes 

Elrha has two successful humanitarian programmes; Research for Health in Humanitarian 

Crises (R2HC) and the  Humanitarian Innovation Fund (HIF).  

 

R2HC: 

The R2HC programme aims to improve health outcomes for people affected by humanitarian 

crises by strengthening the evidence base for public health interventions. 

This globally recognised research programme focuses on maximising the potential for public 

health research to bring about positive change in humanitarian response and helps inform 

decision making in humanitarian response. 

Since it was established in 2013, it has funded more than 50 research studies across a 

range of public health fields, bringing together researchers and humanitarian practitioners to 

undertake vital research. 

 

The HIF: 

The HIF programme improves outcomes for people affected by humanitarian crises by 

identifying, nurturing and sharing more effective, innovative and scalable solutions. 

The HIF is a globally-recognised programme leading on the development and testing of 

innovation in the humanitarian system. Established in 2011, it was the first of its kind: an 

independent, grant-making programme open to the entire humanitarian community. It now 

https://www.elrha.org/
http://www.elrha.org/r2hc/home
http://www.elrha.org/r2hc/home
http://www.elrha.org/hif/home/


 

 

leads the way in funding, supporting, and managing innovation at every stage of the 

process. 

The HIF’s portfolio of funded projects has informed a more detailed understanding of what 

successful innovation looks like, and what it can achieve for the humanitarian community. 

This work is leading the global conversation on innovation in humanitarian response. 

 

Elrha is a charity and wholly owned subsidiary of Save the Children. It is accountable to its 

Board of Trustees and is able to benefit from core services provided by Save the Children 

UK. 

The Grants Officer will be adding capacity to Elrha’s growing Finance and Grants Unit (F&G 

Unit). The successful candidate will be working closely with the Grants Manager and 

Compliance Manager in the F&G Unit to coordinate and complete the due diligence and 

contracting process on successful grantees from several programme calls each year. Our 

grantees range from large international institutions to small local NGOs and are based in 

many different countries around the globe. 

The Grants Officer will also have the opportunity to contribute to the continuous development 

and improvement of the process in order to ensure Elrha is always maintaining best practice, 

and to support Elrha’s capacity-building work with grantees.  

The ideal candidate will have experience in carrying out due diligence and contracting, 

ideally within the humanitarian sector and in an international setting.  

 

Due Diligence  

• Coordinate initial due diligence requests being sent to successful grant applicants. 

• Conduct risk assessments under the direction of the Grants Manager. 

• Conduct vetting on key individuals at prospective partner organisations. 

• Act as a key contact point responding to queries arising from potential grantees 
during the due diligence process, as well as obtaining additional information from 
them where required.  

• Document any mitigating conditions agreed to address risks identified, and 
subsequently follow up to ensure these conditions are met, under the direction of the 
Grants Manager.   
Ensure compliance with the Mandatory Operating Procedure at all stages of the 
process. 
 
 
 
 
 
 
 



 

 

Contracting  

• Set up new grant agreements and annex packs at the commencement of the 
contracting process.  

• Respond to queries about Elrha’s contract terms, under the direction of the 
Compliance Manager. 

• Collect final signatures from both Elrha and the grantee. 
 
 
Coordination  

• Track the status of each grant in the process, and record key metrics for analysis 
against KPIs. 

• Receive queries directed to the Grants team from external parties and Elrha 
colleagues and allocate them for appropriate action. 

• Prepare fortnightly status updates for internal distribution. 

• Update stakeholders more frequently when necessary in relation to a specific matter. 

• File key documents at every stage of the process. 

• Hand over relevant information to colleagues in Programmes at the conclusion of 
contracting. 
 
 

 

Working contacts: 

Internal:  

• Grants Manager, Compliance Manager, Head of Finance and Grants, HIF and R2HC 
Portfolio Managers and Officers, the wider Elrha Team.   

 

External:  

• Save the Children UK support services, e.g. Compliance, Child Protection and Risk. 
Grantees and partners, such as NGOs, universities and UN agencies.   

 

• Proven interest in the humanitarian/development sector 

• Excellent organisational skills  

• Proven attention to detail 

• Strong and proven problem-solving skills 

• Excellent communication skills with the ability to work with a broad range of people 

internally and externally  

• Meets at least one of the first six criteria listed as ‘Desirable’ 

 

 

 



 

 

• Minimum of a Bachelor’s degree in a relevant field 

• Experience working in the humanitarian/development sector 

• Experience and knowledge of institutional and non-institutional donors 

• Experience of managing complex stakeholder relationships 

• Previous experience carrying out contracting, due diligence or auditing  

• Awareness of best practice with regard to organisational policies in the humanitarian/ 

development sector 

• Experience using SharePoint 
 

 
Child Protection level 
Level 1 - the responsibilities of the post do not require you to have contact with children or 

young people. 

 

We are committed to the safeguarding and protection of children and vulnerable people in 

our work. We will do everything possible to ensure that only those who are suitable to work 

with children and vulnerable people are recruited to work for us. This post is subject to a 

range of vetting checks including a criminal records disclosure.  
 


