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Bid Writing Intern
Role Description
Based at:
Hi Point, Thomas Street, Taunton, TA2 6HB
Responsible to:
Director of Income Generation 
Hours:

15 hours (minimum) per week commitment 
Salary:
Lunch and expenses
The post is subject to satisfactory references and enhanced DBS check. 
Swan Advocacy is a specialist and independent advocacy charity delivering services to vulnerable people in Somerset, Wiltshire, BaNES and South Gloucestershire.
Diversifying income streams is a key strategic priority for Swan Advocacy, and in order to do this we are recruiting interns to our growing Income Generation Team.  We need interns with strong research, writing and analytical skills. Our internships are unpaid, but there will be opportunities for networking and professional development. 

The Role
As a Bid Writing Intern for Swan Advocacy, your key responsibility will be to assist with the identification of appropriate grant-making trusts and the development and submission of grant applications. 
Specific duties include, but are not limited to:
· Researching available and eligible funding opportunities
· Data entry and time-lining for grant proposals

· Working with operational staff to identify gaps in provision and develop models for proposals

· Researching and developing material for grant proposals

· Initiating and maintaining relationships with trusts and foundations. Tracking and documenting communications 
· Supporting the Director of Income Generation to develop and write bids 
Person Specification
Education/Qualifications: Recent graduate from accredited university 
Experience: Previous experience in research essential.  Prior work/volunteer experience in the voluntary sector and/or grant writing is desirable.
Skills/Abilities: The qualified candidate will have excellent writing, verbal, proof reading and editing skills. Ideal candidates will also be flexible team players, self-motivated and detail-oriented with strong interpersonal skills and able to prioritise and work well under deadlines. 
For more information, please contact Niki Westerling, Director of Income Generation, on 07896824849
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