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[bookmark: _Hlk133408673] Job Description
						 				
Position: 		Investment and Programmes Assistant
Reports to: 		Director of Investment
Location: 	Hybrid working from London office 
Remuneration: 	£25,000 - £27,000 per annum with 3% employee / 8% pension contribution and other benefits
Permanent, full time 


1	Overall purpose of the role

Working closely with the Director of Investment and Director of Programmes and members of both of those teams, the post holder will help to deliver an efficient and robust funding function across the Architectural Heritage Fund’s (AHF) Investment and Programmes Teams. You will be responsible for the day-to-day administrative functions of the teams including maintaining key files and records. 

2        Specific Duties and Responsibilities

1. To support the Investment Team to disburse loans, with responsibility for: liaising with clients to ensure loan conditions are satisfied; progressing to payment authorisation by liaising with the wider AHF team and Trustees. 
2. To be responsible for regularly collating loan payments made and received, to input on the database and other records, and reviewing and updating loan files. 
3. To assist with the Investment Team quarterly monitoring and annual review processes, including collation of KPIs for quarterly reporting. 
4. To assist the Investment Team with the preparation of papers to Credit Panels. To take plain English minutes at Credit Panel meetings for review by the Director of Investment and ensure the timely production of other reports and minutes as required.
5. To manage the Grants Budget Management Spreadsheet, liaising with the Grant Programme Managers to keep this up to date and with the Finance Team to check it regularly against the database. To run a monthly report on Live Grants and share information with Grant Programme Managers.
6. To assist the Programmes Team with monthly and quarterly Grants meetings, including the preparation of agendas, the formatting of papers, the taking of minutes, and the updating of meeting schedules on the database.
7. To assist the Programmes Team with monitoring around quarterly reporting and claiming from funders.
8. To provide administrative support on RePlan capacity building programme including liaising with Investment team leads and appointed consultants, processing invoices, and accurate record keeping.  
9. To coordinate payment of legal, consultant, and any other professional fees with the Finance Team and clients, and updating files and records accordingly.
10. To assist the Teams with any other necessary AHF business, including integrating the work and internal communications of the Teams across the organisation.



3	Person specification

Essential
· 1- 2 years’ experience of administration and/or customer facing role, ideally in a financial or funding capacity.
· Excellent organisational, written and oral communication skills.
· Excellent numerical and general IT skills, accuracy and attention to detail.
· Experience of using Database system(s) and Excel.
· Ability to work effectively as a member of a predominantly remote working team.
· Ability to work effectively on own initiative, set appropriate priorities and meet deadlines.
· Willingness to learn new skills.

Desirable 
· Experience of administration within a financial institution such as a commercial bank or similar, or with a social investor or charity lender or funder.
· Educated to degree level or equivalent.
· Knowledge of charity lending and other social investment sectors.
· Experience of working within a charity or voluntary sector organisation.
· Demonstrable interest in and commitment to the AHF’s mission.


We are a charity committed to being inclusive and giving everyone an equal chance to succeed – you can read more about our EDI commitments here https://ahfund.org.uk/impact/commitments-edi/ Applications are welcome from all regardless of age, sex, gender identity, disability, marriage or civil partnership, pregnancy and maternity, religion or belief, race, sexual orientation, transgender status or socio-economic background. 
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