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Manager of Investments  
 

Position:   Regular, Full-time, Exempt 
 

Department:   Finance 
 
Reports to:    Senior Vice President and Chief Financial Officer 
 
Supervises:    N/A 
 
Date Revised:     July 2016 
 

 

Summary:  The Manager of Investments is responsible for the day-to-day oversight and administration of the 

foundation’s $2B investment portfolio, cash management, finance/treasury analysis, and special projects as 

assigned.  This position will work collaboratively with the Foundation’s Controller and Advancement team, as 

well as work directly with the Foundation’s independent investment consultant, trustee banks and various other 

investment managers.    

Responsibilities and Expected Outcomes: 

Investments 

 Assume primary day-to-day oversight of investment accounts to ensure proper stewardship of the 
Foundation’s assets. 

 Develop and maintain strong working relationships with independent investment consultant and trustee 
banks and maintain active relationships with all other fund managers to promote diligence efforts and 
sustain meaningful partnerships. 

 In collaboration with SVP & CFO, set agendas for quarterly investment/finance & administration 
meetings with independent investment consultant and trustee banks and meetings of the investment 
committee of the board with a focus on ensuring compliance with investment committee charter and 
policy. 

 Serve as the finance department’s liaison with the advancement team including the evaluation of any 
non-standard agreements with donors to mitigate risk to the foundation.  Also, interact with donors and 
professional advisors as requested on gift, investment, and finance matters to provide excellent service 
in support of the foundation’s mission.  

 Coordinate annual review and update of Foundation’s investment policy to provide the framework for 
solid institutional control. 
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 Review the expenses and fees of the investment portfolios and recommend cost reduction strategies 
when appropriate. Review the mission related investment portfolio and research potential other 
investment opportunities. Report to the Investment Committee summary of mission related 
investments. 

 Regularly conduct financial analyses of investments, portfolio allocations, recommend changes and 
execute approved transactions to the foundation’s portfolio. Coordinate activities related to new 
investment relationships and preparing/coordinating all accounting and audit support related to 
investments (including ASC 820 fair value measurement) to provide proper due diligence and oversight 
of the foundation’s assets. 

 Monitor the liquidity requirements of the separate portfolios and rebalance as required to ensure 
adequate cash flow. 

 Review investment manager agreements, complete paperwork for subscriptions to funds and maintain 
updated signature authorizations on accounts. 

 With the SVP & CFO, review the insurance requirements for the Foundation and assist with the 
preparation of insurance applications and policy renewals. 

 Perform portfolio analysis including EROA, efficient frontier and risk analysis with the consultant and 
trustee banks.  

 Assist the SVP & CFO with the preparation of presentations for the Investment and F&A Committees, all 
staff meetings and organizational fund reviews. 

 Perform due diligence on new managers and monitor performance of existing managers.  

 Serve as treasurer or staff liaison for certain supporting organizations, providing excellent service to 
board committees and serving as a capable and helpful representative of the foundation. 

 Stay current on market trends, innovative investment options and portfolio management through 
relevant publications and learning opportunities both locally and nationally to bring leadership on best 
investment practices and programs to the foundation.  Evaluate, present and recommend ideas, 
improvements or best practices to Senior VP & CFO and independent investment consultant for 
consideration.  

 Assist the SVP & CFO with special projects and take a lead role in process improvement projects. 
 

Other finance/treasury 

 Assume primary day-to-day oversight of cash accounts (including administrative, trust, investment 
managers) to include monitoring, forecasting, evaluating returns, bank relationships, systems, etc. to 
prudently preserve the assets of the foundation. 

 Serve as a member of the Foundation’s Retirement Plan Committee with a focus on fund monitoring and 
performance to enhance the foundation’s ability to provide for the future financial stability of the staff. 

Essential Qualifications, Credentials and Technical Skills required: 

 Bachelor’s degree in accounting, math and/or finance, master’s degree preferred.  Preference given to 
CPA and/or CFA designees.   

 Advanced Excel and PowerPoint skills including modeling and graphing.  

 Seven to ten years experience in investment management, treasury, banking and/or financial services. 
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 Demonstrated knowledge of financial markets and investments and long-term investing strategies along 
with a broad, working knowledge of the finance and accounting functions of an organization. 

 Self motivated with an ability to think strategically and manage projects (conduct research and 
recommend and implement solutions) while maintaining day to day, hands-on financial operations and 
analysis. 

 Keen analytical skills, sound judgment and the ability to handle and keep confident sensitive 
information.    

 Ability to interact successfully with and present information credibly to senior level banking and 
investment executives as well as with internal management and members of the board of directors.  

 Understanding of various gift planning vehicles and subsequent tax implications. 

 Exceptional interpersonal skills with the ability to work effectively with internal staff, board members, 
investment partners, donors and others and respond to requests in a timely and service-oriented 
manner.   

 Proven success as a member of a diverse, multidisciplinary team with the ability to work in a complex 
environment requiring significant collaboration. 

 Exceptional written and oral communication skills, including the ability to develop high-level 
presentations for internal and external audiences covering complex financial information for a variety of 
audiences. 

 Ability to use innovative technology to conduct research and analyses. 

 

APPLICATION PROCESS: 

Starting salary for this position will be commensurate with the selected candidate’s background and 
experience.  The foundation offers an exceptional benefits package including medical, dental, vision, life 
and disability coverage, a comprehensive wellness program, a fully vested 403(b) retirement plan and 
three weeks of vacation the first year of service, prorated based on date of hire.  If you are interested in 
applying for this position, please send a resume and cover letter indicating salary requirements to 
resumes@clevefdn.org by August 21, 2016.  Candidates selected for the interview process will be 
contacted around the week of August 29, 2016.  We regret that we cannot respond personally to each 
applicant.   

 

 

 

Our Mission: 

To enhance the lives of all residents of Greater Cleveland, now and for generations to come, by working together              
with our donors to build community endowment, address needs through grantmaking, and provide leadership                      

on key community issues. 
 

Our Vision: 
To use the power of philanthropy to enable Greater Cleveland to be a great and global American city.                           

Together with our donors and partners, we will make innovative, impactful, and internationally recognized           
contributions to the field of philanthropy. 
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