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Job Description 
 

 

Job Title:  Development Manager  

Hours: 3 days a week for 12 months (initial contract with review after 6 months) 

Reporting to:             Board of Trustees 

Salary:      c. £35,000 - £45,000 pro rata  

 

Project Summary 

This is a fantastic role to lead the fundraising for a purpose-built Performing Arts Centre in the 
gorgeous Chew Valley. This is a very exciting time for Chew Valley Performing Arts, a 
registered charity (no. 1163177) which is now looking to step up its fundraising efforts and raise  
the capital needed (estimated at £3m) to start to build the Centre in the next two years.  

The successful candidate will play a key role in securing substantial funding and support for a 
project that already has a designated site, on the premises at Chew Valley School, pre-planning 
permission and a designer. The range of the remuneration offered reflects the calibre and 
experience of applications expected.  

The 250-seat theatre will provide a home for local classes and events as well as state-of-the-art 
facilities to attract national and international productions to the Chew Valley. We are working with 
Bristol and Bath theatres and their patrons to become a go-to venue in the South West, as well as 
provide expert training for local school students, performers and artists.  

As the Development Manager, you will oversee the fundraising functions for the project, building on 
established relationships as well as introducing the project to potential new donors, trusts and 
foundations, and corporate sponsors. Working closely with the Trustees and volunteers you will 
oversee any broader marketing and communication initiatives which will help support your role.  

This role is critical to the success of this ambitious project and will suit a highly motivated, creative 
and well-connected individual with a proven track record of arts fundraising behind them.  

 

Main Duties and Responsibilities 

Working closely with CVPA’s Board of Trustees, the Development Manager will: 

 Design and implement a comprehensive fundraising plan with agreed budgets, timeline and 

targets and stewardship plan to build and maintain relationships with a broad range of 

individuals and organisations, including public funding bodies, trusts and foundations, individuals 

and corporate sponsors and donors. 

 Research and identify suitable funding prospects and build relationships that will have a long 

term benefit for Valley Arts.  

 Developing fundraising systems, processes and structure to support a capital appeal of this size. 

 Collate the information for and produce quality case for support documents for submission to 

trusts and foundations, corporate sponsorship proposals and literature to support conversations 

with individual donors.  

 Devise an imaginative publicity campaign on and off line that increases levels of support and 

engagement from the area and drive fundraising. 

 Oversee the administration of all income, including the scheduling of the receipt of grants from 

trusts and foundations and statutory sources, ensuring that funding terms and conditions are 

met in a timely way in relation to acknowledgement, reporting and evaluation  
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 Continually monitor progress against financial targets, taking appropriate remedial action where 
necessary in order to meet targets.  

 Regularly update trustees on progress through verbal and written reports. 

 Ensure all fundraising is carried out in compliance with GDPR legislation and that data held is 
relevant and appropriate. 
 

Key skills, attributes & experience 

 Experience of securing significant funding towards a capital appeal. 
 An inspiring and persuasive leader with excellent interpersonal skills. 
 Existing relationships with arts funders, including public funding bodies, trusts, foundations, 

businesses and HNWIs. Knowledge of the South West would be an advantage. 
 Experience of working within a charity and managing relationships with Trustees, Volunteers 

etc. 
 Highly numerate and analytical in regard to fundraising, marketing, budget management. 
 Considerable experience of project managing and fundraising for complex creative campaigns: 

generating ideas, driving process and evaluating success. 
 An experienced fundraising practitioner with a curious disposition to try new approaches and 

take calculated risks. An appetite for innovation. 
 
 
Person specification  

 Proven track record in fundraising across public and private giving and demonstrable experience 
of securing major grants, gifts and sponsorship for capital builds.  

 Experience of delivering against significant fundraising targets and ability to plan workloads 
effectively and work to deadlines in order to reach target. 

 Keen interest in the arts generally and enthusiasm for the work of Valley Arts. 

 Creative thinker - able to develop a distinctive fundraising strategy and imaginative fundraising 
initiatives.  

 Excellent copywriting skills - ability to take artistic ideas and proposals and shape them into high 
quality, compelling copy that makes the case for support.  

 Ability to tailor communications to the needs of different audiences, e.g. grant funders, trusts 
and foundations, corporate sector and individual givers, in a way that inspires and ultimately 
mobilises support.  

 Excellent interpersonal and verbal communication skills - ability to network and nurture 
relationships at senior level. 

 Experience of devising and delivering high quality successful fundraising events  

 Up to date knowledge of fundraising guidelines and legislation including GDPR, PECR and the 
Code of Fundraising Practice.  

 
About Valley Arts 
Our mission is to build a permanent home in the Chew Valley. We believe in accessible and 
sustainable performance art for all.  
 
Please send CV and covering letter (No more than 2 sides A4) to: info@valleyartscentre.co.uk 
 
Deadline for applications: October 28th. 
 
Interviews will take place in the week beginning November 11th.  
 

 

Prepared September 2019 


