
 
 

Trusts, Grants & Tenders Executive  
Part time 

 
 

 Passionate about helping disadvantaged children? 
 Want to work for a not-for-profit charity? 
 Like the idea of working next to the beach? 
 Want to work part time, 3 days a week?  

 
 
Royal Far West is currently seeking an experienced Trusts, Grants & Tenders Executive 
to join our team in a part time capacity. Reporting to the Head of Philanthropy & 
Community Partnerships, the Trusts, Grants and Tenders Executive contributes to the 
growth of Royal Far West revenue through foundations, trusts, corporate and other 
philanthropic grant opportunities and supporting service contract growth through 
tender submissions. 
 
This role is responsible for overseeing and coordinating RFW’s grant and tender 
applications, including the sourcing, analysis, writing and editing of submissions. This 
will include research, extensive writing and editing of submissions, managing 
contributions made by a broad range of staff and collating information from a variety 
of sources as required.  The Trusts, Grants and Tenders Executive will also monitor 
and identify new funding opportunities across philanthropic and government 
sectors aligned to RFW’s business plan and in accordance with our business 
development decision making framework.  
 
 
 
ABOUT YOU 
 
Essential Criteria 
 

- Ability communicate complex issues in writing in an accessible and engaging 
manner 

- Ability to seek out information proactively from a variety of sources, including 
written materials and knowledge held by busy senior staff, converting this 
into accurate prose 

- Track record of achievement in a similar position 
- Stakeholder management and strong internal communication skills 
- Capacity to organise time effectively, meeting deadlines while producing 

good quality documents with a high attention to detail 
- Strong IT skills including Microsoft Word, Excel, Outlook and databases 
- Attention to detail, accuracy and sensitivity 
- Degree qualifications or equivalent industry experience 

 
Desirable Criteria  

- Not For Profit or charitable experience  

 

 



ABOUT US 

Royal Far West is a non-government organisation based in Manly, which provides 
multidisciplinary health and wellbeing services for children from rural and remote 
Australia with developmental, behavioural, learning and mental health difficulties.   
 
We are passionate about helping children from rural and remote Australia, we 
believe that every child has the right to access the services they need to thrive and 
grow, no matter where they live. We have passionate and engaging staff that help us 
achieve this, we go the extra mile to help and work with children so they can have a 
better quality of life and our goal is to increase our offering and by 2020 to help 
15,000 per year. If you would like to join our family and help us reach our 2020 goal 
then apply today as we want to hear from you. 
 
An attractive remuneration package, including the ability to salary package will be 
negotiated with the successful candidate.  The successful applicant will be required 
to provide a current Working with Children Check and all applicants must have valid 
eligibility to work in Australia without restriction. 
 
For further information please contact Anna Bowden on 02 8966 8597. Alternatively 
a position description is available on the Royal Far West website 
http://www.royalfarwest.org.au/careers 
 
To apply for this position, please submit your CV and Cover Letter which includes 
addressing each of the essential criteria to the Human Resources Manager, 
recruitment@royalfarwest.org.au or PO Box 52, Manly NSW 1655. 
 
Closing date: 8 July 2018 
 
Royal Far West is committed to creating a diverse environment and is proud to be an 
equal opportunity employer.  
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