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	POST TITLE: Endowment Fund Manager

	OVERALL PURPOSE OF THE POST

	Supporting the Chief Finance Officer in leading the administration, development and promotion of the Shirebrook Academy Endowment Fund, ensuring it is managed in accordance with the Deed of Gift, charity law, trust governance requirements and Trust policies. 
Developing a comprehensive understanding of the Shirebrook community, its history, needs, opportunities and stakeholders, ensuring that the Fund continues to deliver meaningful and lasting benefit in line with the intentions of the original endowment. 

	MAIN DUTIES AND RESPONSIBILITIES

	Governance and Compliance
· Manage and administer the Shirebrook Academy Endowment Fund in accordance with the Deed of Gift and Declaration of Trust. 
· Ensure all expenditure complies with the charitable purposes and restrictions contained within the Deed of Gift. 
· Ensure the capital value of the Fund is protected and preserved, with only eligible income and approved investment gains being applied for charitable purposes. 
· Maintain a detailed understanding of charity law, trust governance requirements and relevant education sector regulations.
· Develop and maintain appropriate policies, procedures and governance arrangements for the Fund.
· Prepare reports, recommendations and governance papers for the Trust Board.
· Ensure appropriate records are maintained to demonstrate compliance and transparency.
· Escalate any governance concerns, breaches, irregularities or suspected misuse of funds in line with Trust procedures. 
 
Strategic Development
· Develop and implement a long-term strategy for the development and impact of the Endowment Fund.
· Identify opportunities to maximise the educational and community benefit of the Fund.
· Advise the Trust Board on funding priorities, community needs and emerging opportunities.
· Monitor the effectiveness of funded projects and make recommendations to enhance future impact.
· Promote innovative approaches which align with the charitable objectives of the Fund. 

Grant-Making and Fund Administration
· Manage the end-to-end grant application, assessment and monitoring process. 
· Undertake initial compliance checks against the requirements of the Deed of Gift and published grant criteria. 
· Prepare grant evaluations, summaries and recommendations for Trust Board consideration.
· Communicate outcomes and conditions to applicants following approval processes. 
· Coordinate grant payments and maintain accurate records of awards. 
· Monitor funded activities and obtain impact reports from grant recipients.
· Maintain comprehensive records of all applications, awards, monitoring activity and outcomes.

Financial Management and Investment Oversight
· Maintain accurate financial records relating to the Endowment Fund.
· Monitor income, expenditure, commitments and reserves.
· Work with the Trust Finance Team to ensure robust financial controls and reporting arrangements.
· Liaise with investment advisers and fund managers regarding investment performance.
· Prepare investment monitoring reports for consideration by the Trust Board.
· Ensure investment arrangements remain prudent and compliant with charity guidance and the requirements of the Deed of Gift. 
· Manage the relationship with external accountants and auditors and oversee the preparation of the annual accounts, financial disclosures and audit process for the Endowment Fund
· Produce annual reports detailing the financial performance and impact of the Fund. 
· Co-ordinate annual audit and reporting requirements for the Endowment Fund, ensuring full compliance with charity, trust and statutory reporting obligations.

Community Engagement and Fundraising
· Develop and maintain a strong understanding of the Shirebrook community, its history, demographics, educational needs and aspirations.
· Establish a visible presence within Shirebrook through attendance at community events, meetings and stakeholder forums.
· Build productive relationships with local residents, businesses, community groups, former students, donors and supporters.
· Actively identify opportunities where the Endowment Fund can support educational improvement and community development in line with its charitable purposes. 
· Develop and implement a fundraising and donor engagement strategy.
· Promote awareness and understanding of the Endowment Fund across the local community.
· Coordinate promotional activities, events and communications to enhance the profile of the Fund.
· Develop and maintain positive relationships with donors and supporters.
· Explore opportunities for additional donations, sponsorship, legacy giving and fundraising initiatives to strengthen the Fund for future generations.

Stakeholder Management
· Act as the principal point of contact for Endowment Fund enquiries.
· Build effective relationships with: 
· Trust Board members
· Academy leaders
· Professional advisers
· Investment managers
· Donors and sponsors
· Community organisations
· Grant applicants and beneficiaries
· Represent the Endowment Fund at internal and external meetings, events and community activities.

Safeguarding & Governance 
· Uphold and promote the Trust's safeguarding and child protection policies  
· Ensure all financial activity demonstrates high standards of public accountability and ethical governance  
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and the Trust's safeguarding and child protection policies 
· Promote the safeguarding of all pupils/students in the academies 
 
Other Duties 
· Be aware of, and comply with, policies and procedures relating to safeguarding, child protection, health and safety, confidentiality and data protection, recording/reporting all concerns to the appropriate person 
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop 
· Contribute to the overall vision and values of Aston Community Education Trust 
· Attend and participate in meetings, training and learning activities as required 
· Other duties agreed from time to time 





	GENERAL

	All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET sites/academies, as required (with travel payment if appropriate).

The purpose of this job profile is to provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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