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Job Title: Por-olio and Finance Manager  

Loca6on: Belfast (Flexible/Hybrid working supported) 

Reports to: Finance Director 

Employment Type: Full-Time, Permanent 

Salary: CompeCCve, plus bonus and benefits 

Start Date: Autumn 2025 

 

About Clarendon Fund Managers 

Clarendon Fund Managers is a Belfast-based venture capital firm managing mulCple early-to-
growth-stage investment funds focused on Northern Ireland’s most promising sectors.  With 
an expanding porQolio and a mission to drive economic growth, we value integrity, 
collaboraCon, excellence and impact.  As a B Corp, we acCvely foster an inclusive, supporCve 
culture where all team members contribute to our success. 

 

Role Overview 

This is a key mid-level role responsible for coordinaCng porQolio and fund-level financial 
acCviCes across our investment plaQorm.  You’ll work closely with our Finance Director, 
investment team, and external service providers to ensure smooth operaCons, accurate 
reporCng, and strong stakeholder communicaCons. 

What Success Looks Like: 

• Accurate and Cmely fund and porQolio reporCng. 

• Strong relaConships with auditors, administrators, and the investment team. 

• ContribuCon to operaConal improvements and scalable finance processes. 

• Trusted contact for LPs and internal stakeholders regarding financial informaCon. 

 

Key Responsibili6es 

 



 

  
 
 
 
 
 
 
 

Clarendon Fund Managers 
5th Floor Craig Plaza 
Fountain Street 
Belfast BT1 5EA 
 
028 9032 6465 
 
info@clarendon-fm.co.uk 
 

 

Registered in England and Wales · Company Number 3525474  
Registered office: c/o A&L Goodbody Solicitors, AugusWne House, 6A AusWn Friars, London, England, EC2N 2HA 

 
Clarendon Fund Managers Limited is authorised and regulated by the Financial Conduct Authority 

Por-olio Management 

• Monitor performance metrics and valuaCons for all porQolio companies. 

• Support quarterly and annual valuaCon processes aligned with industry guidelines. 

• Work with investment teams to maintain KPIs, cap tables, and exit models. 

• Prepare reporCng for LPs on company performance and fund posiCon. 

Fund Finance & Administra6on 

• Coordinate with fund administrators on fund accounCng. 

• Oversee capital calls, distribuCons, and compliance processes. 

• Liaise with auditors and advisors for filings and audits. 

• Maintain GP and related financial accounts. 

Internal Financial Opera6ons 

• Assist Finance Director with management accounts and FCA reporCng. 

• Build internal dashboards and forecasCng tools. 

• Oversee investor onboarding, compliance and invoicing. 

Investor Rela6ons Support 

• Respond to investor data requests and queries. 

• Help prepare investor presentaCons and reports. 

• Maintain accurate investor and capital records. 

 

Essen6al Qualifica6ons & Experience 

• Typically requires around 5-10 years of experience in accounCng, finance, or fund 
services, to develop the depth of experCse needed; however, equivalent skills and 
knowledge will also be considered. 

• Extensive experience or proven track record in fund finance, porQolio operaCons, or 
financial control. 

• Professional accounCng qualificaCon (ACCA/CIMA/ACA or equivalent). 
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• High proficiency in Excel and financial reporCng tools. 

• Proven ability to manage mulCple prioriCes and stakeholders. 

 

Desirable (Nice-to-Have) Skills 

• Experience in VC/PE environments or fund administraCon. 

• Familiarity with fund management so^ware or CRM tools. 

• Exposure to investor communicaCons and capital modelling. 

 

What We Offer 

• A compeCCve salary depending on experience. 

• Annual bonus. 

• Flexible working opCons including hybrid work. 

• Enhanced family leave and wellbeing support. 

• Pension and private healthcare benefits. 

• A collaboraCve, impact-driven culture with career growth opportuniCes. 

 

How to Apply 

Please send your CV and a cover le_er explaining why you’re a good fit for this role to: 
recruitment@clarendon-fm.co.uk 

We welcome applicants from all backgrounds and experiences. If you require adjustments to 
the process or would like to discuss accessibility, please let us know in your applicaCon. 

 

Applica6on Deadline: Rolling unCl posiCon is filled. 

 

Clarendon Fund Managers is an equal opportuniCes employer. We are commi_ed to building 
a diverse and inclusive team where everyone can thrive. 


