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JOB DESCRIPTION

Job Title:

Development Administrator
Responsible to:
Events and Advocacy Manager
Department:

Development
External Contacts:
Donors and members of Roundhouse Membership schemes; Representatives of statutory funding organisations and trusts; the Roundhouse Board of Trustees; the Gala Committee; any other stakeholders and service providers as necessary.

Salary:
£19,500 pa (pro rata – fixed term contract to end March 2015)
Roundhouse Mission:
The Roundhouse exists to provide a place of inspiration where artists and emerging talent create extraordinary work and where young people can grow creatively and as individuals.
Roundhouse Vision: 

Our vision is to be a hub of outstanding performance and learning powered by great artists and young people.
Main Purpose of the Role:
· Work with the Individual Giving Team to deliver the Roundhouse Membership Scheme (specifically Fan level).
· To provide administrative support for the 2015 Roundhouse Gala 
· Provide database support to the Development Team and assist with the implementation of the new membership scheme, development of key processes, and migration of data onto the system.
MAIN RESPONSIBILITIES
MEMBERSHIPS AND INDIVIDUAL GIVING 
· Support the administration of the Fan level of the Roundhouse Membership Scheme including: processing membership packs and renewals, answering membership queries, and processing financial transactions
· Prepare and send mailings to members: duties will include copywriting and performing mail-merge tasks. 
· To provide support with the implementation and communication of the new Roundhouse Membership Scheme.

· Work with the Membership Team to review, and where appropriate recommend, changes to the team’s administrative processes. 

DATABASE AND SYSTEMS MANAGEMENT
· To work with the Individual Research and Community Coordinator to migrate and establish departmental plans onto the Tessitura database.
· Liaise with the Finance department and Individual Giving Coordinator to migrate Gift Aid processes onto the Tessitura database.
· Liaise with the Membership Team to review, streamline and develop all data storage and processes on Tessitura.

· Liaise with the Development Managers to identify regular reporting requirements in order for them to measure and monitor the success of their activities and feed back to the department’s Tessitura working group representative to administer.
· Work with the Corporate and Events Coordinator to liaise with representatives from different areas of the business to refine guestlist process on Tessitura, specifically for cross-organisational events.
EVENTS ADMINISTRATION (RH 2015 Gala)
· Coordinate all Gala mailings to supporters, prospects, previous attendees and Gala Committee contacts
· Process all Gala payments on Tessitura and administer receipts when required.
· Make follow-up phone calls and correspondence to prospects after the Gala.
· Ensure the Gala website page is kept up to date with current event information including the on-line auction
· Draft and coordinate marketing emails with event updates
· Manage and facilitate on-line auction bids
· Guestlist management including coordinating access and dietary requirements
· To support the Events and Advocacy Manager to collect, store and insure any Gala auction and raffle prizes, collate required information, and put in place plans for collection of auction items
· Provide on the night support with logistics when required by the Events and Advocacy Manager and the Corporate and Events Coordinator – providing support to all event volunteers when appropriate.
TRUSTS AND STATUTORY FUNDRAISING 

· Provide support to the Trusts and Statutory Manager with trust research, applications and reports

· Research and compile biographies of trustees when required
DEPARTMENTAL RESPONSIBILITIES
· Record all communication with supporters and prospects in the Tessitura database, backed up by hard copies of the communication in the relevant department’s filing system where appropriate
· Manage own administration, including correspondence and filing
· Attend Development and Roundhouse events and meetings
· Carry out other work as reasonably requested by the Development Management Team
GENERAL
· To be committed to putting young people at the heart of everything we do 
· To promote and comply with current legislation and the Roundhouses policies on Equality, Diversity and Health & Safety both in the delivery of services and the treatment of others
REVIEW ARRANGEMENTS

This job information cannot be all encompassing.  It is inevitable over time that the emphasis of the job will change without changing the general character of the job or the level of duties and responsibilities entailed.  Consequently, this information will be periodically reviewed, revised and updated in consultation with the post holder to reflect appropriate changes.

Person specification

Essential

· A creative, pro-active and energetic attitude with an ability to identify and seize opportunities and find solutions
· Proficient writing skills, including the ability to write accurate and engaging copy.

· Attention to detail and the ability to work with a high degree of accuracy, and a high standard of presentation
· Excellent organisational skills and the ability to prioritise own workload and manage numerous projects and deadlines concurrently. 
· Research and data analysis skills 

· Experience of using and updating databases and spreadsheets

· Experience of Microsoft Office including Word, Excel, PowerPoint, Outlook and competent typing skills

Desirable 

· Experience of working in an arts and/or events environment

· Working knowledge of the database Tessitura

· Interest in and commitment to the arts and young people
Conditions
Contract
Fixed term contract until 31 March 2015.
Hours
40 hours per week. This post will entail occasionally working unsocial hours for which time of in lieu will be given.
Annual Leave
The annual leave period runs from 1 April to 31 March and you will be entitled to 25 days holiday per year plus Bank Holidays (pro rata)
Notice Period

1 month 
The successful applicant will be required to pass a CRB check.

