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Position title Grant Officer

Employment status | Fixed Term

Classification SACS

Reports to Fundraising & Partnerships Manager
Stream CSsS

Last Reviewed June 2026

Who we are

Circle Green Community Legal is a community legal centre in Western Australia that supports
people who face disadvantage or marginalisation across specialist areas of law. With a strong
commitment to human rights, access to justice, and a more just legal system, Circle Green
provides free legal services across employment, tenancy, family and domestic violence, and
humanitarian immigration law.

Our Vision

Empowered people thriving in a just society.

Our vision reflects a commitment to fostering fairness, dignity, and opportunity so every person
can flourish in communities supported by systems that uphold equity and remove barriers.

Our Purpose

Accessible Justice.
To create a system, place, and space to ensure a safety net of best-practice legal advice,
education and advocacy.

Values

Fairness

We are fair by embracing inclusion
and diversity while working towards
equitable access to justice for all.

Compassion

We care through empathy, support
and understanding for everyone.

Collaboration

Our shared purpose thrives on
teamwork, trust and open
communication.
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Excellence

We strive for excellence through
continuous improvement and
reflection, sector leadership, and
aiming to be the best in our fields.

Courage

We champion advocacy, curiosity,
and innovation by respectfully
challenging norms, speaking up for
others, and leading with integrity.
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Role Contribution

The Grant Officer plays a key role in supporting the diversification of revenue streams
through grants, tenders and partnerships. This role will work closely with the Fundraising
and Partnerships Manager to help build a pipeline of funding opportunities, develop
compelling proposals, and support grant and tender submissions.

This role will play a key role in enabling collaboration between streams and departments to
gather information required for grants, tenders and partnership agreements. A strong
candidate would be familiar with developing logic models and comfortable with working with
the team to define inputs, outputs and outcomes.

Key relationships

Fundraising and Partnerships Manager
Internal stakeholders
External stakeholders

Key responsibilities

o Work collaboratively across teams to align grant-funded activities with
organisational priorities and people centred outcomes.

o Work with the Fundraising and Partnerships Manager to identify and build a
pipeline of grant opportunities

o Prepare polished grant applications, expressions of interest and supporting
documentation.

e Collaborate internally to collect and clarify input from each department, agree
application budgets and develop supporting information to strengthen submissions.

e Manage submission timelines, templates and supporting materials to ensure
consistent and efficient collaboration on applications.

o Build and maintain an evidence base of project outcomes to support evaluation,
reporting and continuous improvement.

e Provide internal updates on funding performance, status and upcoming
collaboration requirements.

e Work with the Fundraising and Partnerships Manager to support internal
communications around fundraising opportunities and reporting requirements

o Assist the fundraising and partnerships manager with ad hoc projects/events.
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Selection criteria

Essential

Experience of developing funding applications

Experience of working with diverse stakeholders across an organisation
Experience of researching potential funders and prospecting

Ability to understand budgets and financial reporting

A keen interest in accessible justice and an understanding of stakeholder
perspectives

Demonstrated Skills

Strong written and verbal communication skills.

High level interpersonal, communication, presentation and relationship
management skills

Facilitation and problem-solving skills

Self-motivated with strong organisational skills

Sound judgment and problem-solving ability.
Ability to undertake tasks with precision and accuracy when working under pressure.

Desirable

Tertiary qualification and/or relevant related experience

Experience of managing administration, acquittal and progress reporting
Experience of developing logic models

Experience of coordinating or contributing to tender submissions for government
funding
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