The Sixteen - Development Manager
Reports to: Development Director
Overview

The Sixteen is a world-class choir and orchestra in its 43rd year, with an ambitious programme featuring more than 70 annual concerts, up to three new recordings and a vibrant education and participation programme. The fully funded Young Artists Programme, Genesis Sixteen, is entering its 12th year thanks to the support of the Genesis Foundation.  
The Sixteen was awarded a Royal Philharmonic Society Award in 2018, and a major career highlight was receiving an invitation to Rome to perform at The Vatican which was live-streamed worldwide.  The team is seeking a Development Manager to help deliver its fundraising targets.
Outline of Key Responsibilities:
The Development Manager will be a keen fundraiser who can demonstrate a genuine interest in the work of The Sixteen.  The successful candidate will be primarily responsible for researching and making grant applications to Trusts and Foundations and ACE, alongside working with The Sixteen’s loyal supporters who give through a Major Donor Gift Programme and through a Membership Scheme. The role will report in to and work closely with the Development Director. Further responsibilities include overseeing all aspects of Development administration in conjunction with the Office Co-ordinator who also supports the Development effort.
Key brief includes
Supporting the Development Director in achieving financial targets primarily through grant applications and also the cultivation of individuals who are interested in supporting the work of The Sixteen.

The Development Manager role includes:
· Ensuring systems are in place for tracking and monitoring all past, current and future donors. 
· Maintaining and developing the use of Spektrix, The Sixteen’s fundraising database

· Overseeing the thanking of supporters and banking income 
· Researching and applying to Trusts and Foundations
· Researching companies for corporate sponsorship 
· Ensuring the Membership Scheme runs smoothly, particularly within the area of mailings, regular communications and invitations to recording and events

· Ensuring reports to funding bodies and individuals are written and produced on time

· Ensuring Gift Aid returns are submitted regularly 

· Taking on any other duties as may be required from time to time to achieve the Company’s objectives

Knowledge, skills and experience
· An ability to demonstrate success in fundraising (a minimum of two year’s fundraising experience)
· A track record in successfully applying to Trusts and Foundations
· Educated to degree level

· Meticulous attention to detail and high levels of organisation skills

· Excellent written and verbal communication skills

· Confidence in communicating with people from a wide range of backgrounds and all levels

· Knowledge of and passion for music and the ability to communicate this is desirable
· A professional approach to work characterised by commitment, flexibility and a high level of self-motivation

· A solid working knowledge of Word, Excel and Powerpoint is desirable
· An outgoing, approachable and above all professional manner in dealing with supporters and prospects

· Comfortable working on own initiative

Remuneration and other information
We are open to offering this role on a freelance or employed basis. 

Annual salary: £28k to £35k pro-rata per annum, depending on experience

Contributory pension scheme in operation

25 days holiday per year pro-rata
This role will be three days a week equivalent with hybrid working from home as well as at The Sixteen’s office in Westminster as required. 
