
Central School of Ballet 

Job Description

Position: 

Development & Communications Administrator 
Reports to:

Development & Communications Director 
Salary:

 £18,600 - £20,000 p.a. 
Job Purpose: 
· to provide administrative support to the Development and Communications department

· to compile information and research for fundraising purposes
· to provide administrative support for the Campaign Council. 

· to assist with cultivation and fundraising events.
Main Duties and Responsibilities:

Administration of Central Friends 

· Processing membership fees, renewals and additional donations

· Assist with the production of the Central Friends newsletter.

· Answer range of enquiries by telephone: concerning Friends’ membership, 

application process, payments and other Friends’ membership matters. 

· Minute the Central Friends Committee meetings
· Attend all Friends events 

Events 

· Coordinate  Central’s programme of in-house and external events

· Compile appropriate invitation lists for each event, organise mail-outs and manage responses
·  Ensure the smooth running of all Development events, liaising with relevant external and internal parties, artistic and administrative staff and students.  

Trusts and Foundations 

· Support the development and maintenance of relationships with existing Trusts & Foundations for capital and revenue fundraising 
· To assist the Development Director with research and preparation of proposals. 
· To support applications for bursaries and scholarships and liaise with the Senior School Administrator. 
Communications 

· Update marketing materials including the website

· Assist with direct marketing campaign mail-outs

· Maintain press archive

Database and Information Systems 

· Administer fundraising functions of Central’s Database (Capital and Revenue) 

· Update the Database for the Development Department and the ensure records are accurate, kept up to date and legally compliant

· Support the Development Director with research on prospective donors from the database records
· Liaise with the Communications Manager to update the website 

Accounts

· Financial reconciliation with the Finance department 
· Co-ordinate Gift Aid claims
General

· Adhere to the School policies, procedures and guidelines

· Assist, support and attend event/performances as requested

· Contribute to the operating values and ethos of the School as determined in its mission statement

· Exercise discretion/confidentiality in business, personnel and financial matters externally, particularly regarding press/media and potential competitors
Person Specification: 

1. Experience

Minimum one to two years experience of working in a similar environment

Administration; Customer Service; Databases; Understanding of Membership Schemes; Working in a small team

2. Skills & Abilities
IT skills, Database and Excel in particular; Numeracy; Strong oral and written communication skills; Research with emphasis on on-line research; Analytical skills

3. Personal Qualities
Willingness to learn;  Accuracy/Attention to detail; Tact and good people skills; Patience; Interest in arts/performing arts and dance education; Collaborative and a good team player

4. Education

Degree level
Terms & Conditions:

· This is a permanent contract with an annual salary of £18,600 - £20,000 pa which is subject to review annually

· The post will be offered for an initial 3-months probationary period. 
· Normal working hours are 42.5 hours per week, including a one – hour lunch break each day. There are no overtime payments linked to this post

· In line with school policy, this post requires a Criminal Records Bureau Enhance Disclosure 

· Holiday entitlement: All English bank & Public Holidays, plus 20 days per annum, rising to 25 days after completion of two years service.

· Stakeholder pension available on appointment

· Opportunity to join Medical insurance Scheme at a preferential rate on successful completion of probationary period

The purpose of this document is to describe the key accountabilities that the person holding this position needs to achieve.  It is in no way an exhaustive list of responsibilities of the role and in any event, the duties and requirements of this role may change from time to time as required by the School and/or Director.
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