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F4B Project Officer 
Terms of Reference 

 

1. Introduction  

The Aim 

Finance for Biodiversity (F4B) aims to increase the materiality of biodiversity in financial decision-

making, and so better align global finance with nature conservation and restoration. F4B is 

advancing five main workstreams that create and amplify the feedback signals that increase the 

value of biodiversity in private and public financing decisions. 

Workstreams 

• Market efficiency and innovation: including a leadership role in the Task Force on Nature 

Related Financial Disclosure, and support to a number of data and fintech-linked 

initiatives 

• Biodiversity-related liability: with a particular focus on the place of extended 

environmental legal liabilities for financial institutions, as well as financial policy and 

regulatory initiatives. 

• Citizen engagement and public campaigns: advancing data and fintech-led instruments 

to catalyse shifts in citizen behaviour as consumers, savers, pension holders, insurers and 

capital owners. 

• Responses to the COVID crisis: advancing measures and advocacy linked to stimulus and 

recovery spending, and the place of nature in sovereign debt markets. 

• Nature markets: catalysing nature markets by developing new revenue streams and 

robust governance innovations.  

We are also developing a number of cross-cutting workstreams, for example on policy and the 

food-finance nexus. 

Approach 

The initiative is a dual-purpose platform, both with its own research and implementation 

capability, as well as a programme for regranting resources to others. It is supported by a 

number of foundations and its work is guided by a leadership group of experts and 

practitioners in the field. 

https://www.f4b-initiative.net/
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F4B aims to achieve its goal through network effects and by engaging key organisations, 

experts and influencers to align their agendas and establish a common framework for 

biodiversity and finance. The initiative follows a dynamic learning model that quickly tests, 

learns and reinforces success, through collaboration, leveraging of existing initiatives, and 

catalysing new areas of work. F4B’s regranting capability allows the initiative to rapidly 

respond to global developments as they unfold, as well as work with a diverse network of 

third-parties, crowding in knowledge and expertise.  

2. Role 

The F4B Project Officer will sit on the F4B Coordination Unit and will lead on granting and 

providing project and meeting support across the full F4B portfolio. They will be the lead liaison 

with F4B’s contractual and financial intermediary, the Swiss Philanthropy Foundation (SPF), on 

all matters in relation to granting and progress reporting and will support proposal development 

and F4B meetings and events.   

3. Responsibilities  

• Contractually/operationally lead projects through their full life cycle. Lead on 

coordinating the granting process through the Swiss Philanthropy Foundation (SPF) and 

the MAVA foundation: 

o Supporting the development of concept notes for the monthly Leadership Group 

(LG) meetings. 

o Supporting the development of proposals for the monthly Grants Committee. 

o Coordinating the subsequent due diligence and contracting process through SPF 

or MAVA, liaising with grantees/contractors/consultants as applicable. 

o Providing contractual and grant spend updates to the Grants Committee on a 

monthly basis, and on request to the Coordination Unit. 

o Organise end-project review meetings with relevant LG members to ensure 

projects met their objectives and relevant lessons and insights are fed into 

relevant parts of the portfolio and performance reviews. 

• Lead the production of the Grants Committee Pack, including relevant proposals and 

monthly financial updates and status reporting. 

• Write up and circulate the Grants Committee and Leadership Group agendas, as agreed 

with the COO and F4B Project Manager. 
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• Lead the production/collation of material for progress reporting for the Swiss 

Philanthropy Foundation and the MAVA Foundation – including pulling together material 

for annexes of the quarterly MAVA Report. 

• Lead the production of fortnightly internal F4B updates across the portfolio. 

• Coordinate and support the production of slides for meetings. 

• Format project and other reports, transferring them into F4B-branded templates. 

• Minute the Leadership Group, Grants Committee and Innovation Hub meetings and 

ensure timely follow ups on agreed next steps. 

• Own the calendar/schedule for upcoming Innovation Hub meetings, F4B convenings and 

keep the outreach calendar updated. 

• Support Workstream Project Managers with the production of F4B convening notes, as 

applicable. 

• Sits on the F4B Coordination Unit / attend weekly meetings. 

• Cover the F4B Administrator on scheduling on Mondays, managing diaries and setting up 

meetings. 

• Cover other Coordination Unit team members during their leave. 

• Other ad-hoc support as required e.g. supporting recruitment, managing the F4B contact 
database. 
 
 

4. Experience and Qualifications 
 

Essential 

• Able to work effectively in the English language. 

• 2+ years of experience in project administration, including minute taking and task 

tracking. 

• Attention to detail and low levels of error. 

• Ability to work in a networked, fast-paced and complex work environment. 

• Strong organisational skills and high milestone discipline, with the ability to prioritise 

effectively between competing (and at times conflicting) tasks and deadlines. 

• Experience of upward management (managing senior Leadership Group members). 
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• Supporting a multi-organisation consortium or partners based in other 

countries/organisations. 

• Experience of donor liaison and reporting, granting, contracting, and drafting of terms of 

references and proposals. 

• Available ASAP (with some flexibility). 

Desirable 
 

• Knowledge or experience of working in multiple contexts, including across public and 

private actors, and developed and developing countries. 

• Knowledge of finance and biodiversity desirable, in particular the workstream areas 

detailed on page 1. 

• Available full-time (with account taken of any mitigating personal time needs, e.g. family 

considerations). 

 
 

Application 

To apply for this role, please send an up to date C.V. and covering letter to:  

Nathalie Nathe, Chief Operating Officer: nathalie.nathe@f4b-initiative.net 

 

 

 

 

mailto:nathalie.nathe@f4b-initiative.net

