
 

 

Programme Manager (Somerset Social Enterprise Fund) 

Job Description 

 

Hours  Part time (12 hours per week) with occasional evening and weekend commitments 
 

Salary Band  c. £27,500 pa + pension contribution pro rata 
 

Location  Based at Somerset Community Foundation office Bath and West Showground, 
Shepton Mallet BA4 6QN but with travel throughout Somerset and, from time to 
time, beyond. 

 

The opportunity 

You have an opportunity to join one of the UK’s most innovative and dynamic community 

foundations to support our programme and make a lasting difference to lives of people across 

Somerset.  

In particular you will raise the profile of the Somerset Social Enterprise Fund (SSEF) in order to 

attract investable applications, provide initial advice to potential applicants and advise on which 

enquiries should be progressed, and help manage our portfolio of social investments.  

In doing so you will help ensure the SSEF programme successfully helps organisations grow and 

become more sustainable and independent.  

 

About Somerset Community Foundation  

Somerset Community Foundation is an award-winning and Quality Accredited member of a growing 

national and international movement of Community Foundations. We were established sixteen 

years ago to promote philanthropy and fund local organisations making a difference throughout our 

county1.  

We want Somerset to be a county of vibrant, inclusive communities where charities, voluntary 

organisations and social enterprises thrive, transforming and enhancing the lives of the most 

disadvantaged people.  

                                                           
1 We principally operate across Mendip, Sedgemoor, South Somerset, Taunton Deane and West Somerset and work closely 
with neighbouring Community Foundations across the South West 



Our role is to be the catalyst for inspirational philanthropy for Somerset, providing a simpler and 

more effective way for donors to make a lasting difference through community investment and 

leadership. 

Somerset is a wonderful county to grow up, live and work in. However, a significant minority, often 

hidden from view, face considerable challenges in their lives. We believe that philanthropy will have 

an increasingly important role to play in reducing inequality and increasing access to opportunities 

for healthier and more fulfilling lives. We will build on our experience and expertise to help fulfil that 

potential. 

 

About the Role  

As someone with strong experience in the VCSE sector you will be critical to the success of the 

Somerset Social Enterprise Fund (SSEF) both in terms of deployment of new investments and the 

ongoing impact and performance of existing investments.    

The SSEF programme offers a blended social investment programme combining loans and grants for 

local voluntary, charitable and social enterprise (VCSE) organisations in Somerset seeking to grow 

and/or increase their sustainability and independence. It is particularly designed for small and start-

up organisations that would struggle to access social investments from other sources. 

Since its launch in 2015 over £700,000 of SSEF funding has been either awarded or agreed in 

principle to seventeen organisations. The average investment is made up of a loan of £25k and a 

grant of £12k.  Our goal is to ensure we award four to six new social investments a year.  

You will be part of our team of Programme Managers ensuring our community investment goals are 

met contributing to significant positive impacts in our communities.   

Alongside this role we will appoint a specialist Social Investment Consultant to support and advise 

the most promising applicants as they develop their investment propositions. Support will also be 

provided by the Operations Director and CEO, and also the Communications and Events Executive.  

 

Key Areas of Responsibility: 

SSEF Business Development 

• Target marketing and promotion of SSEF to potential applicants through social media, SCF’s 

newsletter, events and other networking 

• Develop an expression of interest form and undertake initial appraisals to identify those with 

the greatest potential to secure a social investment 

• Commission the Social Investment Consultant to work with applicants to bring forward full 

applications 

• Maintain a pipeline of enquiries and referrals  

• Issue investment agreements, ensuring they comply with conditions set by the Social 

Investment Committee, and oversee fund deployments 

• Support the publicising of new investments 

45% 

 



 

SSEF Portfolio Management 

• Maintain an overview of the portfolio of investments, ensuring repayments are made on 

time and that impact and progress reports are received in a timely way, highlighting issues of 

concern or examples of good practice and success to the CEO 

• Prepare reports to the SSEF Committee, the SCF Board and funders as requested 

• Responding to ad hoc enquiries from investees either directly or by referring to the Social 

Investment Manager 

• Support the publicity of successful investments 

45% 

Other duties 

• Provide secretariat support to the SCF’s Social Investment Committee 

• As requested, provide support to other members of the team, particularly other Programme 

Managers, or the general day to day operation of the Foundation 

10% 

 

Person Specification 

Skills, Knowledge, and Experience – essential unless otherwise stated 

• At least five years’ experience of working in or with VCSE organisations  

• Strong understanding of ‘not for profit’ business and governance models  

• Ability to critically appraise business plans, budgets and financial forecasts, and organisational 

capacity and capability 

• Strong financial literacy 

• Excellent self-organisation, administrative and ICT skills 

• Strong interpersonal, networking and relationship-building skills  

• Effective and persuasive spoken, written and presentational communication skills  

 

Personal qualities and attributes 

• Personable, diplomatic, and confident with people from different backgrounds 

• Ability to critically appraise propositions and provide honest feedback tactfully 

• Empathy and understanding of the role of local charities, voluntary organisations and social 

enterprises, and the people they help 

• Understanding of priority social issues affecting Somerset communities  

• Motivational, flexible and collaborative team-player  

• Access to a car and a clean UK driving licence 



Somerset Community Foundation is an equal opportunities and living wage employer.  

To apply please send your CV and an accompanying statement to Justin Sargent, Chief Executive, 

Somerset Community Foundation, Bath and West Showground, Shepton Mallet BA4 6QN or email 

justin.sargent@somersetcf.org.uk 

The accompanying statement should be no longer than four sides of A4 setting out, with examples, 

how you meet the criteria set out above. These will be developed and discussed with candidates 

invited to interview. 

Your application must be received by 5pm 4th September 2019 

Interviews will be held on 13th September at SCF’s office.  
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