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Job Description 

 

Role:   Programme Officer, Grants  

Reports to:  Programme Manager, Grants   

Direct Reports: None  

 

Primary Accountabilities 

Working in collaboration and consultation with the Grants programme team, this position 

assists in the management and delivery of the Foundation’s Grants Programme 

http://www.commonwealthfoundation.com/grants and contributes to overall programme 

effectiveness and efficient programme delivery.  

Key Accountabilities  

Grants Programme Cycle Management  

1. Works with the Programme Manager on the grants review and selection 
process to ensure it is in compliance with the various policies, financial 
guidelines and budget requirements of the Foundation. Reviews grant 
applications as part of the Internal Review Committee (IRC) of the 
Foundation. 

2. Manages own portfolio of grants. 
3. Facilitates regular communication with grantees, maintains cooperative 

partnerships between the Foundation and the grantees and other possible 
stakeholders.  
 

Data Management 
 

1. Has primary responsibility for the development of and maintains the system 
of a database of grantees, including a tracking system that provides frequent 
updates on fund-flows, reporting requirements, audits, contract deliverables 
and budget revisions. 

 

Grants Team  
 

1. Assists the Programme Manger, Grants and Senior Programme Officers, Grants 
in developing, managing, delivering and promoting the Foundation’s grants 
programme.  To ensure that the grants review and selection process in a 
manner that is responsible, professional, financially sound, participatory, 

http://www.commonwealthfoundation.com/grants
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sensitive to local needs, culture and politics and in accordance with 
Foundation policies and procedures. 

4. Works on all administration aspects of the role and as required by the 
Programme Manager or Senior Programme Officers, to a timely and accurate 
standard. 

5. Participates in sharing and planning meetings to discuss and address issues 
related to Grants programme implementation. 

6. Assists in the annual work planning and budgeting process for the Grants 
programme. Assists the Manager in the preparation and writing of progress 
and annual reports, annual workplans, status reports and other documents 
that may be requested by the Directors or Grants committee. 

7. Assists the Programme Manager with the preparations for the Grants 
Committee meetings and the production of grant management reports for 
the Grants Committee. 

8. Take primary responsibility and works with the Grants Team to take minutes 
of any Grants Committee meetings and distribute accordingly.  

9. Assists in the development the Grants’ monitoring and evaluation framework 
and assists in its implementation including baseline data gathering, 
monitoring and evaluation strategies and systems to effectively project 
results. 

10. As requested by the Programme Manager, conducts occasional field visits.  
These visits will always be with at least one other Grants team member.  

11. Documents workshop outputs, meeting decisions, drafts presentations and 
supports the knowledge management team in the identification, 
documentation and sharing of lessons learned.  

 
Common Accountabilities 
 
 
1. Given the strong focus on gender equality in the Foundation's strategic plan 

2017-2021, will support all efforts to integrate gender equality and its 
intersectionality into own programme area of work.  Will work with the 
Programme Manager, Participatory Governance and Gender to ensure "Gender 
Integration Guidelines" are fully adhered to. 

2. Will support all processes around Learning and Knowledge Management 
through own programme area of work.  Will improve integration and 
facilitation of knowledge sharing both internally and where appropriate, 
externally.  Will work with the KM team to ensure results are harvested and 
documented through monitoring and assessment and will work with 
Communications Officer in the dissemination of results and good stories. 

3. Works with the Programme Manager to manage all the contracting needs of 
third party/service providers.  Ensures the complete process is undertaken 
from drawing up terms of reference to contract completion.  

4. Works closely with the Finance Manager for compliance with all financial 
policies and procedures.   Manages and monitors own budget allocation and 
expenditure.  

5. Works closely with the teams to contribute to the Foundation’s commitment 
to build a culture of learning in Participatory Governance through the 
implementation of a communication for development policy.  
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6. Ensures the application of results-based management (RBM) standards and 
agreed upon indicators. 

7. Represents the Foundation at meetings, functions and events, some of which 
may occur outside normal office hours and may involve long-distance travel. 

8. All responsibilities should be carried out in a manner that is responsible, 
professional, financially sound, participatory, and sensitive to local needs, 
culture and politics and in accordance with Foundation policies and 
procedures. 

9. Performs any other reasonable duties and tasks as requested by the 
Foundation. 

 

Person Specification  

Essential 

1. Commitment to the Foundation’s vision, mission and values.  
2. Demonstrable experience of working in a grants management. 
3. A sound understanding of monitoring and evaluation technologies, ideally 

Results Based Management (RBM). 
4. Has a good knowledge of international development issues, trends and 

approaches and relevance (application) at a national, regional or 
international level.  

5. Strong communication skills both written and verbal, experience in writing 
and documentation of meetings and workshops, guides and technical 
material. 

6. Advanced computer skills, particularly MS Office (MS Word, Excel and 
Powerpoint & Databases). 

7. Experience in minute taking. 
8. Well-organised, resourceful with good planning and problem-solving abilities. 
9. A team player, flexible, quick-thinking and able to work well under pressure. 

 

 


