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	Salary
	£30,520 - £32,046 per annum (Competitive Birches rated salary for the local market if based outside of the UK)

	Location 
	London, United Kingdom or Start Network countries of operation:  DRC · Pakistan · India · Afghanistan · Somalia · Guatemala · South Sudan · Philippines · Kenya · Bangladesh 

	Team
	Grants Management, Finance 

	Line Manager
	Grants Manager (with supervision from Finance Manager)

	Line Reports
	N/A

	Hours
	35 hours per week 

	Contract
	Fixed Term (6 months with potential for extension)

	Grade
	4

	Safeguarding
	Basic 


WHAT IS START NETWORK?

Our purpose is to be a catalyst for system-level change that improves the efficiency, effectiveness and ethics of humanitarian action. We do this by working as a network to develop, test & spread new ways of collaborating and resourcing locally-led crisis response and anticipation.
Our current membership is made up of nearly 100 local, national and international NGOs based all around the world. We also support 10 national and regional hubs made up of civil society organisations and NGOs as our vehicle for devolving power, resources and accountability.
OUR SOLUTIONS
DECENTRAISLING & LOCALLY-LED ACTION: Shifting power and resources and decentralising decision-making to locally led networks and organisations.
 
EARLY & RAPID FINANCING: Building a global financing system that reduces risk, anticipates, and acts ahead of predictable crises.
 
COMMUNITY-LED INNOVATION: Incentivising innovative, locally led, and contextual solutions and learning from them together with people affected by crises.
  
For more information about Start Network and what we do, please visit our website. 

OUR VALUES
WE PUT PEOPLE FIRST: Communities come first in our decision-making and programming.
WE ARE BRAVE: We have great ambition and are willing to explore new things and take risks to achieve it
WE OPERATE COLLECTIVELY: We leverage the value of working as a network, sharing risk and resources, and learning together.
WE ARE INCLUSIVE: We see the value in diverse perspectives and work to remove the barriers that prevent voices from being heard.
WE ARE OPEN: We work transparently and with integrity, building mutual trust in all levels of our work, from governance to programming.
WE ARE ETHICAL: We behave and operate based on key principles of anti-racism, non-discrimination, and anti-colonialism. This is a work in progress.
JOB PURPOSE
The role will support the efficient administration and management of grant management processes, with a specific focus on the closeout of grants that have ended. This includes ensuring all relevant grant documentation is collected and filed, working with Finance team members on financial reconciliations of grants which have ended, and maintaining accurate records of grant closeout activities highlighting any risks to the Grants Manager. The role acts as a key liaison between stakeholders, providing clear communication and support to Grant Management and Finance staff, as well as liaising with Start Network members on the closure of sub-grants. Additionally, the Grant Admin Officer will highlight and document any gaps in the closeout process to improve processes where necessary. This role is critical in maintaining compliance with grantor requirements and preparing the organisation for future funding opportunities.

KEY ACCOUNTABILITIES
Grant Closeout (80%)
· Complete the financial reconciliation of assigned grants, ensuring accuracy in expenditure reports and financial statements
· Compile and file all necessary documentation to ensure all points in the Closeout Checklist and Sub-Grant Closeout Checklist have been finalised.
· Reconcile financial records of sub-grantees and ensure that all reporting requirements have been met in line with sub-grant agreements and award letters issued.
· Coordinate with Start Network members and programme teams to resolve any outstanding issues or discrepancies.
· Update Grant Management trackers to demonstrate where grant and sub-grant closure has been completed. 
· Maintain accurate records of all grant closeout activities and provide regular updates to the Grants Manager.
· Ensure all key grant and sub-grant documentation if appropriately filed on Box. 
· Document the financial reconciliation process, working with the Finance team, for future use within the organisation. 
· Produce a detailed report summarising the closeout process, including any outstanding issues, lessons learned and recommendations for refining the process further.

Grant Administration (20%)
· Working with Grant Management colleagues, update Grant Management trackers on a regular basis to ensure all information is accurate and up to date. 
· Complete set up activities for new grants, liaising with Grant Management, Resource Mobilisation and Finance colleagues, to ensure all activities in the grant setup checklist are completed. 
· Be the focal point for the Grant Management Calendar in Asana, ensuring it is up to date and that deadlines are clearly communicated to colleagues. 
· Attend Grant Management and Finance meetings providing administrative support where needed. 

START NETWORK CULTURE 
· To carry out the responsibilities of the role in line with the Start Network Code of Conduct and with a commitment to safeguarding adults and children 
· A commitment to the Start Network vision, principles, values, and approach 
· The Start Network team is an agile group of individuals who use their experience and skills across the network, so flexibility to work in and with different teams and functions is a part of our culture.
PERSON PROFILE
SKILLS AND EXPERIENCE
ESSENTIAL
· Finance or accounting related qualification.
· Relevant experience in grant management, financial reconciliation, or similar field.
· Strong knowledge of grant compliance and financial reporting standards.
· Attention to detail and excellent organisational skills.
· Ability to work independently and manage own workload.
· Advanced knowledge of excel.
· Experience using financial systems.

DESIRABLE
· Experience working with Start Network’s donors (e.g. FCDO, GFFO, Dutch NMFA)

KEY COMPETENCIES
Communication: Build trust by doing what you say you will do, admitting when you don’t know something or when you have made a mistake
Strategic Thinking: Deliver results with awareness of impact on others internally and externally by considering the positions and perspectives of relevant stakeholders
Collaboration: Clear on own role and responsibilities and can communicate this with others during day-to-day interactions, seeking clarity where needed
Leadership of self and others: Willing to share own expertise with others in the organisation and network, both formally and informally
Ability to adapt and learn: Seek to learn lessons and apply the learning to future work by actively
asking questions, being honest, curious and brave to abandon things that aren’t working

Getting things done the Start Network way: Deliver results in pursuit of our mission by holding yourself to account for your work, taking decisions relevant to your role and supporting colleagues whilst having fun.
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