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We’re looking for a Fund Manager

Job title: Fund Manager

Responsible to: Head of Grants

Working hours: 35 hours a week as part of a nine-day fortnight (i.e.
every other Friday off)

Contract type: Full-time, permanent

Job location: Office in Meadowfield, Durham plus home-based

Area of work: County Durham — although there may be occasions

when travel further afield is required
Annual Leave: 28 days + bank holidays
Salary: From £27,500 + pension and benefits

Who are we?

We're Point North; you might also know us as County Durham Community Foundation.
We rebranded and changed our name in 2024.

We're a charity and a grant making organisation. In simple terms, this means we raise
funds through our donors — people and businesses who want a better today and a
brighter tomorrow for local people. We then distribute those funds as grants to
community groups, local charities and voluntary organisations.

Our mission is to fight poverty and enrich lives across County Durham, the Tees Valley
and the wider North East. We take care of more than 200 funds on behalf of
businesses, individuals, trusts, and public bodies, and we make grants of around £5
million each year to local communities.

We're looking for a Fund Manager to join our team in County Durham, it'll be your job
to make sure our grants get out into the community, where they can make the most
difference to the most amount of people.

What are we looking for in a new Fund Manager?

Our Fund Managers are responsible for all aspects of grant making, from liaising with
the donor to understand their aims for the fund, to working with our marketing team to
launch the grant, assessing the applications, making grants to community groups and
monitoring their impact.

As our new Fund Manager, you'll work partly in our Head Office in County Durham
and partly from home. You will be part of a small, lively team and work across a diverse
portfolio of funds to fight poverty and enrich the lives of local people. That might mean
you’re working on a fund that trains people in new skills to help them into work, or for



a youth club that gives children and young people a purpose or a food bank supporting
people with essential items when they need it the most. And everything in between.

You'll be in close contact with the community groups and community leaders who
deliver those services, offering funding advice, helping people apply for grants, and
developing relationships across the voluntary sector in County Durham and Tees
Valley.

You will also care for and steward our donors, the people or businesses who own or
contribute to the fund. You’'ll keep them updated about the changing needs of local
communities and help them administer their funds thoughtfully and meaningfully.

The job description

You'll be a lynchpin between donors and community groups, understanding what the
donor wants to achieve and matching that to the places where they can make the most
difference to the most amount of people. At the same time, you’ll support community
groups in applying for grants that help them address inequality and poverty in their
area.

Here are some of the things you can expect your role to include, but this is not a
complete list.

e Advising community groups on our open grant schemes, working with other
development agencies, and offering alternative funding advice where
appropriate

e Managing funds to make sure that they meet and comply with donors’
specifications and Point North’s interests

e Assessing all grant applications for the funds you manage - this will be a
significant part of your role

e Making sure all of the formal processes connected to applying for a grant, like
the application forms and guidelines, are professional and follow Point North’s
guidelines on accessibility and communication style

e Managing external committees and organising dates for grant panels, providing
reports and recommendations for how to allocate/award grants

e Producing clear, accurate and insightful monitoring and evaluation reports
which demonstrate the impact of the fund

e Working with our marketing team to reach potential applicants, including
harder-to-reach groups and people

e Using Salesforce (our CRM and grant making system) to create reports and
pull data intelligently to help us make decisions

e Liaising regularly with fundholders and donors to make sure they are happy and
making the most of our relationship and services

e Arranging visits to projects that inspire donors and encourage their engagement
with Point North

e Working with our Finance team to prepare financial reports, claims and returns
on funds

e Liaising with national bodies, other Community Foundations and partners



e Attending and representing Point North at external events
e Carrying out standard duties and responsibilities of all Point North employees,
for example, compliance with all policies, procedures and behaviours.

Who are you?

If you've read this far, you'll know that the job is varied; you'll be working with a
range of different people from different backgrounds, with different needs and often
with different aims and objectives. You'll be bringing all of that together, so being
compassionate, organised and a good communicator will be a huge benefit!

We're a small and busy team, meaning clever and efficient ways of working matter!
So, it’s important you're able to pick up, learn and optimise our internal systems and
processes. Salesforce and Excel are essential in our day-to-day work, and we're
always looking for additional knowledge in these areas to help us improve.

Most importantly though, we’re looking for someone who is interested in and cares
about the communities in County Durham and Tees Valley, who cares about making
a difference and understands a little about the charitable/voluntary sector in the
North East.

If this sounds like you, we’d love to hear from you.

A few of the qualities we’re looking for

e You're enthusiastic and approachable, someone who colleagues, donors
and community members feel comfortable coming to with an idea or problem

e You're motivated, organised and keen to get things done

e You can be flexible, open to new ideas and happy to try something different

e You care about doing a good job, giving excellent service to our donors and
communities

e You will seek out ways to solve a problem

¢ You can be tactful, diplomatic and assertive when needed

e You're someone who can “connect the dots”, you see the bigger picture and
know where you can play a part

¢ You can stay calm under pressure and be a team player when the going
gets tough

Things you need to know in advance

The job involves some travel to meetings in County Durham, Tees Valley, and
occasionally the wider North East.

We have a no-smoking policy, and of course, all our employees must follow our
policies as a charity and adhere to the necessary responsibilities when it comes to
health and safety and the law.

Point North is an equal opportunity employer.



Application process

Have a chat with us first!

We're hosting ‘getting to know us’ sessions online on Monday 27 January. If you're
interested in applying but have some questions or want to know more, then book a
slot for an informal chat.

You'll meet with our Head of Grants and our Chief Executive for a no-pressure
conversation about the role of Fund Manager at Point North.

Book a slot by clicking here, the meeting will be on Teams.

This is optional, you can apply directly without meeting with us first.

Apply by 10 February 2025
Send your CV along with an email, letter or video describing why you think your skills
and qualities suit the role of Fund Manager at Point North.

Deadline to apply: 5pm on Monday 10 February 2025
Approximate dates for interviews: The morning of Monday 17 February and the
afternoon of Wednesday 19 February 2025

Interviews will be held at our offices in County Durham or we can accommodate online
interviews if requested.

If you have any questions before applying, please get in touch with Sharon Gollan at
info@pointnorth.org.uk



https://outlook.office.com/bookwithme/user/1a51719bf38848df8784f58197dfa4a0%40pointnorth.org.uk/meetingtype/wW1IWlbEokegyQTb_ye0BQ2?bookingcode=12d4a5f8-aacf-4a97-9fe8-b40b61d3ad96&anonymous
mailto:info@pointnorth.org.uk

