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	Job Title
	Partners Foundation Administrator

	Function / Department
	Local Marketing / Operations 

	Location
	Milton Keynes 

	Reporting To
	Rachel Townsend 

	Date
	March 2027



	[bookmark: _Hlk138086315]JOB PURPOSE & RESPONSIBILITIES

	Job Purpose:
The Domino’s Pizza Group UK & Ireland Partners Foundation is an independent, non‑profit organisation affiliated with and supported by Domino’s Pizza Group team members.

The Foundation’s mission is to provide financial assistance to Domino’s team members experiencing hardship or crisis.

The purpose of this role is to administer and process grant applications, preparing cases for consideration by the Trustees and supporting decision‑making outcomes. The role also provides a range of administrative support to enable the effective day‑to‑day running of the charity.

	Key Responsibilities/Job Tasks:
· Field incoming grant application requests and enquiries from Domino’s team members
· Collect details of circumstances related to team member’s situation including, but not limited to job related information, income/expense data, & other case details
· Conduct financial assessment of the team members application 
· Conduct necessary due diligence and investigate any questionable aspects of the case
· Discuss cases with colleagues and make timely recommendations for allocation of grants 
· Create reports, track disbursements, and adhere to budgets
· Assist with payment requests (via finance) for successful applications 
· Assist with monthly reconciliation of grant statistics   
· Assist with coordination of department fundraising activities including but not limited to payroll deduction drives, silent auctions, raffles, & other events
· Work with the Foundation & Charity Manager and Chair to be part of a minimum of one quarterly board meeting per year. 
· Work with the Foundation & Charity Manager and Chair to provide administrative support from the outputs from the Quarterly meetings – E.g. initiatives which help raise awareness, raise funds or to improve processes ongoing. 
· Work with the Foundation & Charity Manager on special project(s) related to Partners Foundation around case management. 

	Financial Scope/Operating Budget/Revenue (P&L) (If Applicable) n/a
Please complete if this job has financial responsibility?
None. 



The following sections consist mainly of a series of questions related to specific skills/job requirements.  You should focus on the role rather than the individual when considering the most appropriate answer and should base the response on what you consider to be the normal features of the job which are typical of the job and its usual working conditions over the year.

	SKILLS & JOB REQUIREMENTS

	Strategic Responsibility
Please provide details of the level of responsibility the role has for setting strategy: (Please indicate if a role has accountability for setting or inputting into a specific strategy e.g., a Functional Strategy, please confirm if it is Significant)
· Will not be responsible for setting strategy, as this is an administrative level role 

	Business Knowledge
Please provide details of how much business knowledge the role requires as a minimum requirement i.e. how much internal knowledge of the business is required, and how much if any external commercial awareness is required? Which teams does the role work closely with?
· Business knowledge would be beneficial but not essential 

	Problem solving
Please provide details of how the role resolves problems/issues on a daily basis: e.g. Does the role use straightforward common sense? Does the role make straight forward judgements and is guided by precedents? Does the role evaluate multiple sources of information in complex or novel situations?
· Excellent communication and problem-solving skills are vital in this role 
· Although Partners Foundation works with strict guidelines and processes, cases vary and nuisances and individual circumstances mean judgements need to be made on a daily basis 

	Decision making
What level of decision making is required of the role and on what decisions does it impact? E.g. there is little requirement for decision making in the role, or role makes decisions within defined procedures, or role makes decisions outside of established procedures but within a policy framework, or role makes decisions within broad business guidelines where there are few or no policies available.
· Decision-making skills are an important part of this role, as they will need to use data and documentation provided to inform their proposals (for a grant) to Trustees 

	Communication
Please outline the type of communication skills required: e.g. is basic common courtesy required, or regular exchange of factual information, or are influencing or negotiation skills required as an essential requirement of the role?

· Requirement to talk to team members who are part of the application process – often team members are struggling, need support and sometimes English is not their first language 
· Requirement to structure detailed proposals to trustees, so excellent written communication is also required. 
· Effective communication is critical for for this role. 


	Innovation
To what extent does the role contribute to and manage change, e.g., suggest improvements to products/processes or contributes useful ideas or regularly recommends improvements on existing procedures and quality within own area, or develops/adapts new existing processes for increased quality/efficiency or continuously searches for improvements in techniques which add value to the business and has full responsibility and accountability for implementing these.

· This role will support the evolution of Partners Foundation, so while they do not themselves need to search for improvements, having someone that can think for themselves and take initiative is beneficial 




Please summarise the levels of minimum education, knowledge, skills and experience this position requires (e.g., if you would be recruiting to fill this position, what aspects of background or knowledge would you expect a successful job applicant to have?)

Note: This may differ from the current job holder’s own skills and experience

	JOB SPECIFICATIONS

	Degree/Professional Qualification
	· N/A

	Knowledge
	· Experience preferably in non-profit, or related field, but not essential 


	Skills/Ability
	· Strong organizational and time management skills; able to multi-task 
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