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Frank Woods | Grants Manager 

Location: xxxxxx 
Telephone: +xxxxxxxxxx 

Email: xxxxxxxxxx 

Professional Profile 
 

A tenacious and versatile third sector professional who offers a unique and highly valuable combination of 
expertise encompassing grant management, institutional and financial analysis, evaluation and 

administration, and donor community management. 
 

Capable of playing a key role in policy development and funding related decision making; delivering keen 
insight into an initiatives context within its geographical region and area of primary activity.  A skilled 
researcher and networker with an in-depth knowledge of all international standards and who excels in 
identifying the resources and capacity building required to successfully realise stated aims. Thrives in 
collaborative multicultural environments, working with autonomy to manage multi million pound investments 
and to effectively promote higher levels of both citizen involvement and overall issue awareness.  

Core Skills 

• Grant Management 
• Assessment & Evaluation 
• Research & Analysis 
• Informed Decision Making  
• Donor Communities  

• Middle East & North Africa 
• Financial Acumen 
• Capacity Building 
• International Standards 
• Legislative Compliance  

• Strategic Planning 
• Policy Development 
• Funding Allocation 
• Networking & Influencing 
• Multilingual / Multicultural  

Career Summary 
 

2009 – Present   Senior Grants Manager,  
Arab Regional Office Initiative  

Outline 
Fulfilling this diverse senior level role which encompasses all aspects of grants management and 
administration, financial analysis and evaluation, and development and management of the donor community  
 

Key Responsibilities  
• Serve as principal liaison between ARO and OSF grantees and the representatives of all relevant 

organisations on issues related to programming and grant making 
• Monitor and report on socio-political environment and civil society development within MENA region 
• Use this research to play a key role in OSF grant making decision making; reviewing, analysing and 

interpreting regulations, guidelines, assurances and certifications required 
• Provide robust pre-award management support including preparation of grant proposals and detailed 

review of application requirements  
• Deliver responsive post-award support including budget reconciliations, projections, and updates, final 

financial reporting to sponsor in coordination with OSF programmes, and coordination of effort reporting 
• Apply appropriate management control using management systems, checklists and records 
• Develop organisational lines of communication to facilitate smooth and efficient management of grant 

funds, and perform regular field visits to ensure sound implementation and ongoing compliance 
 

Key Achievements 
• Effectively administered over $100m in investments within the region since 2009 
• Successfully developed, executed & coordinated numerous special projects at request of ARO Director 
• Personally developed a financial tracking system which has come to replace the organisations official 

program due to its greater flexibility and reliability; enabling the accurate tracking of all activities   
• Led innovative regional outreach opportunities in order to engage activists in the planning process 
• Played a key role in routine monitoring and spot evaluation activities; proactively alerting POs to issues 

with the potential to negatively impact grant implementation and informing appropriate action  
• Developed a reputation as an SME in the area of financial and institutional assessment; providing 

accurate guidance to senior management on the eligibility of NGOs in the field  
 
 
2007 – 2009   Grants Manager 
Outline 
Accountable for providing responsible grants management, for controlling assigned budgets, and for 
supporting / supervising other business office functions on a regular basis 
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Key Achievements  
• Delivered effectively daily support to a diverse programme; liaising professionally with all stakeholders to 

resolve enquiries, maintain clear communication and follow up actions with cross-disciplinary colleagues   
• Coordinated preparation and submission of high value grant applications including budgeting, completion 

of certifications, compilation of required materials and oversight of consistent regulatory compliance 
• Proactively researched grant opportunities for the arts and culture and outreach department and 

provided ongoing monitoring of grant programme performance against agreed goals  
• Prepared a range of statistical reports for various audiences and undertook general grant administration 

functions including billings, budget amendments, changes to plan and programme evaluation  
 
2005 – 2007   Public Relations Manager, Commission 
Outline 
Responsible for planning and managing the implementation of annual PR plans, events and other activities 
with a media focus in order to promote JFZC’s objectives and effectively raise its public profile 
 

Key Achievements  
• Successfully educated and informed directors, and all other levels of staff, on arising PR opportunities; 

advising them on the handling of issues with the potential to impact upon JFZC’s reputation 
• Proactively identified opportunities to promote the organisations work; writing, editing and distributing 

press releases and developing a comprehensive network of national and international media outlets 
• Helped develop, plan and implement events related to the JFZC mandate; budgeting promotional 

activities and advising on the resources required for objectives to be realised 
 
2002 – 2003   Commercial Coordinator (part-time), company   
 
2001 – 2002   IT Officer (Foreign Dept., Transfer Section)  

Commercial Bank 
• Accountable for daily transaction settlement operations incl. transfer of due funds; working in partnership 

with cash management group, market room and trading groups to transmit and receive wire transfers 
• Monitored daily cash position, ensured all payment orders were are authentic and pre-authorised 

compliantly, and assumed responsibility for accurately updating all transactions systems 
• Closed fully reconciled accounts at close of business and performed other general back office tasks 
 
2000 – 2001   Premier Customer Care Representative, Bank 
• Maintained accurate records of customer interaction, handled incoming requests by effectively gathering 

data, and ensured issues were resolved both promptly and accurately.  
• Assisted sales team with new service requests and contributed to order fulfilment and event preparation  
• Continuously evaluated and identified opportunities to for process improvements to customer experience 
 
1999 – 2001     Translator (part-time),  
1998 – 2000   Letter of Credit / Guarantee Issuer (Foreign Trade Dept.)  

Bank 

Education & Professional Development   
► Cambridge Int. Diploma: Business Management, University 
► MA: Human Rights Ethics Studies, University (Graduation Mar 2018) 
 
Workshops, Courses & Training: 
 

► Funding & Grant Management Best Practice       ► Year End Closing Audit Training    
► Strategic Planning, Open Society Foundations  ► Hostile Environment Training 
► Grant Budget Planning, Open Society Foundations     ► Monitoring & Evaluation Learning (MEL) 
► The Kairos Project USA - Human Rights Capacity Building  ► Project Strategic Planning 
► IWP-MENA ARO - Capacity Building for Iraqi Women NGO’s  ► Fundraising Techniques 
► Middle East Transitional Justice Conferences   ► Capacity Building in Strategic Planning 
► Higher Education Development Workshop   ► Gender Training for Arab Researchers  
► Rule of Law in Arab Region Conference, PILnet Tunis  ► Int. Grant Management Conference 
► Capacity Building in NGO Financial Management 
 
Languages:  Native Arabic; Fluent English; Basic Spanish & French  

References available on request 
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