Greater Manchester Arts Centre Ltd


Development Assistant
Application Pack
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Introduction to HOME 
HOME is Manchester’s vibrant cross art form centre. HOME commissions, creates and presents contemporary theatre, visual art and film and provides a space for experimentation where art-forms meet and interconnect. HOME’s programming is political, international and experimental. 

Our new £25m building, funded by Manchester City Council, Arts Council England and numerous donors, companies and trusts and foundations, opened in May 2015 and has been a huge success with over 650,000 visits per year, strong audience approval, and local, national and international artistic recognition. Our building includes a 500-seat theatre, 150-seat flexible theatre space, 500m2 gallery, 5 cinema screens, education spaces, digital production and broadcast facilities, a café bar and restaurant.
Job Context 
The Development Team raises over £750,000 in fundraised income annually from grant making bodies, businesses and individuals to support the work of the organisation. The department is led by the Development Director who works with two Development Managers and one Development Assistant who work across the following three key income streams: 
· Corporate fundraising – both cash and in-kind income is raised through corporate sponsorship, corporate membership and grants from corporate foundations; 

· Grants fundraising – funds are raised by applications to charitable trusts and foundations, statutory and non-statutory grant-making bodies;  
· Fundraising from individuals – funds are raised by securing major gifts, regular giving, donations (large or small), selling seat plaques and gifts in wills/gifts in memory.  
The Development Team work alongside colleagues in the Programming and Made at HOME teams to support the development of creative ideas and find investment to support new artistic ambition. They also work alongside the Marketing and Communications team to ensure that the charitable status and objectives are articulated to audiences and stakeholders.
As well as raising vital unrestricted income, the Development Team also raise funds for a diverse range of exciting projects, including our artist development programme; ¡Viva! Spanish and Latin American Festival; and HOME Inspires, our community and outreach programme. HOME is currently in the planning stage of a second capital campaign, which the Development Team will be integral to delivering. 
Job Summary 


The Development Assistant plays a vital role in delivering the highest standard of donor relations, events support, research and administration. The Development Assistant will work closely with the Development team and provide support for fundraising activity across the department. 

We are looking for an enthusiastic individual with excellent communication and administrative skills, and a high level of attention to detail. This is a valuable opportunity to work in a successful arts organisation and gain an excellent foundation in all aspects of fundraising. 
Job Description

JOB TITLE: 


Development Assistant
Responsible to: 

Development Director

Responsible for: 
No direct reports 

Team:



Development 

Main Duties and responsibilities:
Administration and support

· Provide support to the department on a range of administrative tasks including mail outs, dealing with inquiries and managing collection boxes 

· Liaise with HOME’s Events Manager to book events for HOME sponsors and corporate members, and support the Development team to deliver events of a high quality  

· Oversee HOME’s guest lists for key stakeholder events throughout the year, including press nights, festival launches and film launches. 
· Liaise with the Marketing Team to ensuring that our supporters are acknowledged online, in print, in e-communications and on social media  

· Support the development and delivery of fundraising marketing materials 

· Ensure fundraising is promoted throughout the building, including posters, leaflets and through ‘pay it forwards’ ticket donation campaigns
· Maintaining the Development pages of our website and on-site donor board 
· Compile monthly reports of fundraising activity, events and renewal dates for staff

Data processing 

· Ensure the database is kept accurate and up to date by recording changes including mail preferences, address details and financial information 

· Support the Development Team by carrying out data selections for fundraising campaigns

· Support the Trusts and Grants team to record grant application information 
Finance

· Process one-off and regular donations from online and offline sources ensuring procedures are followed and information is recorded correctly 

· To monitor & process annual fees, including monthly instalments & direct debits
· To monitor and report on point of sale donations 

Supporter Care

· Staff the sponsors/patrons telephone line, booking tickets for sponsors, patrons and other key supporters, and processing other requests 
· Create and distribute our weekly supporter newsletter

· Manage our guest list for stewardship and cultivation events, sending out invitations and managing RSVPs 
· Work to build relationships with donors in order to provide a high standard of customer care

· Liaise with Box Office staff to monitor reservations for individual patrons and corporate members and release seats for public sale where available
· Write to regular donors who are due to renew their donations or stopped their donations

Other Duties and Responsibilities

1. Perform all tasks in line with HOME's commitment to providing the widest audience access
2. Deputise for other members of the department as require
3. Implement GMAC policies, in particular those around diversity, environmental sustainability and access 
4. Carry out additional duties as deemed appropriate by the Development Director. 
5. Work evenings and weekends as appropriate 

6. Undertake national international travel as required. 

This is not an exhaustive list of duties and HOME’s management may, at any time, allocate other duties which are of a similar nature or level. 
PERSON SPECIFICATION

Development Assistant
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS AND TRAINING
	
	Educated to degree level or equivalent 

	SPECIALIST KNOWLEDGE
	A keen interest in fundraising
	Knowledge of the arts and charity sector   

	EXPERIENCE
	Some experience working in a fundraising role  
	Previous experience or understanding of working directly with sponsors or donors

	
	Experience of handling information with discretion 
	Experience of using a Box Office ticketing system

	
	Experience of planning and delivering events
	Experience using MailChimp

	PRACTICAL SKILLS
	Excellent written and verbal communication skills 
	Experience of working with databases or a customer relationship management system

	
	Excellent customer service skills
	

	
	Attention to detail, a high level of accuracy and the ability to work to tight deadlines
	

	
	Excellent organisational, planning and administrative skills, including the ability to prioritise and manage own workload
	

	
	Ability to record, present and analyse financial data clearly and accurately 
	

	
	Strong research skills with a curiosity for finding information
	

	
	Strong IT skills 
	

	DISPOSITION AND ATTITUDE
	Positive, proactive approach to work and a good team player  
	

	
	Proven ability to demonstrate initiative and independent thinking 
	

	
	Ability to deal tactfully with a wide range of people, including supporters, senior staff and trustees 
	


Applicant information
At HOME we welcome applications from everyone. 

HOME strives to present a vibrant, diverse programme that is reflective of the city that we live in. We believe that this can only truly be achieved if the workforce at HOME encompasses a broad range of beliefs and vantage points. We particularly welcome applications from people from a BAME background or those who are Deaf or disabled, as they are currently under-represented in our workforce. If you wish to discuss reasonable adjustments for this role, please indicate this on your application form and we will be in touch with you.

Outline of Terms and Conditions 

TITLE OF POST: 

Development Assistant 
HOURS: 
GMAC Ltd has a standard working week of 40 hours inclusive of meal breaks.


Exact hours of work as required by demands of the post.


Overtime payments will not be made, however time off in lieu, with the agreement of the Development Director, will be available to cover any additional hours worked.

SALARY: 


£20,000
ANNUAL LEAVE: 
25 days p.a. plus statutory holidays, increasing with length of service thereafter. 
PROBATIONARY PERIOD: 
3 months. 

NOTICE PERIOD: 

1 month during probationary period, 1 month thereafter. 

PENSION: 
HOME runs a workplace pension scheme.

OTHER BENEFITS INCLUDE:

· Free tickets for theatre and cinema
· Discounts on food and drink at HOME’s bar and restaurant
· Travel schemes including cycle to work and discount bus travel
Application Procedure

Please complete the HOME application form telling us how you meet the Person Specification for this role return with a completed Equal Opportunities questionnaire.  
The deadline for applications is Monday 21 January 2019
Interviews will take place the week commencing the 28th January  
Please email a PDF copy of your application to: roisin.joyce@homemcr.org 

Unfortunately, we cannot acknowledge receipt of applications. If you have not heard from us by Thursday 24th January, please assume that we will not be taking your application any further.

HOME (Greater Manchester Arts Centre Limited) collects personal information when you join us as an employee, apply for a job or work with us as a freelancer. We will use this information to manage the recruitment process, conform with employment or payroll legislation, report to funders on our workforce or to comply with other laws. HOME will not share your information with third parties for marketing purposes. For more information explaining how we use your information please see our privacy policy for Employees, Freelancers and Artists at https://homemcr.org/about/policies/privacy/.
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