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NOTTINGHAM
PLAYHOUSE

FUNDRAISING AND DEVELOPMENT
OFFICER

Nottingham Playhouse is seeking an enthusiastic Fundraising and
Development Officer to join ou r busy team, to support the day to day
administration of all areas of our fundraising activity.

This new role will strengthen Nottingh
activities by promoting, selling, providing high quality customer service

and donor management to existing and potential new members,

sponsors and donors.

Acting as the first point of call for our supporters and enquiries, this

position will suit someone who is engaging, organised and can use

their initiative to help us to meet income targets. This role is integral

to ensuring significant funds can be raised by the department through

teamwork, excellent administrative skills and a passion for Nottingham
Phayhouse’'s work as we move into the n
development.

This is a wide -ranging job and we will provide on -going support, such
as training, to enable the post holder to fulfil all aspects of the job.

Nottingham Playhouse is committed to a policy of diversity and
inclusion, creating a workforce representative of the diverse
communities we work with. Our workforce is currently under
representative of certain communities and we are taking positive

action for equal opportunities through t he recruitment process. We
have established a Diversity in the Workforce Working Group to ensure
that we are doing all we can to recruit a more representative

workforce.

We would like to help you to fully participate in the application process.

If you wo uld like the Recruitment Pack, Application Form and Equal
Opportunities Monitoring Form in an alternative format, support in
completing your application, or you would like an alternative way to
make your application, please contact Frances Pearson, Administration

& HR Officer, recruitment@nottinghamplayhouse.co.uk , to discuss a
suitable format.

In this pack you will find
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JOD DESCHIPLION oo e aerneeeee 6
Person SpecifiCation  ......cccccvviiiiiiiiiiies e e 8
Terms & ConditioNS ..o e e 9
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HOW T O APPIY s e aeeerea 11
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ABOUT NOTTINGHAM PLAYHOUSE

We create theatre thatos bol d, t hri
Nottingham.

Awarded Regional Theatre of the Year 2019 by The Stage,
Nottingham Playhouse is one of t he
theatres and creates a range of productions throughout the year,
from timeless classics to innovative family shows and adventurous

new commissions.

Under the leadership of Chief Executive, Stephanie Sirr and Artistic
Director, Adam Penford, we are mounting more varied and ambitious
productions, attracting a host of high -profile performers and
creatives, garnering increased media attention and commercial
interest.

We want our theatre to be a space where everyone feels they belong,

and we use our stage to tell diverse stories that reflect our city. Our

wide -reachi ng participation programmes create life -changing
experiences for our community and we also support the next
generation of theatre -makers in the East Midlands through our
extensive Amplify programme.
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Nottingham Playhouse is also a registered charity (no. 1 109342). All

of the funds we raise help to ensure
as possible to give them new opportunities and create lasting
memories.
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Our building has grade II* listed building status and is home to Anish
Ka p o o3ky Mirror .

Click here to watch our introductory video.

Vicky McClure

Nottingham Playhouse has been producing world-class
theatre for over seventy years.



https://youtu.be/GRD5fXtL9IY
https://youtu.be/GRD5fXtL9IY
https://youtu.be/GRD5fXtL9IY
https://youtu.be/GRD5fXtL9IY
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WHAT OUR COMMUNITY THINKS

il woul dndét have been able to bring my
year, they have always come to the pantomime at Christmas and

would have missed out had it not been for Pay What You Can.

This showing meant that they didnot m
time. The cast and orchestra were ALL fantastic and the

at mosphere was great. So in short, tha
— Audience member on  the Pay What You Can performance of Beauty
and the Beast

AiThank you so very much for today. Thelm
are phenomenal . &

You guys are the reason we are able to make this trip possible

and to get as many of our children into a theatre and to see the

panto. A huge huge thank you to everyo
— Ash Lea School on the Relaxed Performance of Beauty and the Beast

NOTTI NGHAM PLAYHOUSE IN 2020
Even though, because of the Coronavirus pandemic, we were closed to
the public from the end of March 2020 , we continued to create and share
lots of behind the scenes videos, podcasts, run workshops online and

even some online  performances.

In October 2020 we were delighted to be able to welcome audiences

back into the building, with Covid -secure measures in place, for our
Unlocked festival, a mix of live and live streamed performance. However
with Nottingham placed in Tier 3 a nd the second national lockdown, we

had to move the final performances to online only.

NOTTINGHAM PLAYHOUSE IN 202 1

In the spring we launched Spring Loaded, a season of digital and live :
theatre that celebrated | ocal st oMees

enjoyed huge success with our first full production back on stage, Piaf,
our co -production with Leeds Playhouse . And played to full houses for
Mar k Gati ss’ a dAa @hrisaimtas Qarol odnd our legendary

pantomime, Beauty and the Beast

NOTTINGHAM PLAYHOUSE IN 202 2
Whilst following guidelines to keep audiences, staff and companies safe,
we are looking forward to a full programme of p roductions and events
in2022,starting with Simon Reade’s adapta

Private Peaceful

You can find out more by visiting our website or our YouTube channel



https://www.nottinghamplayhouse.co.uk/participation/community/digital-playhouse/
https://www.youtube.com/channel/UCbPufSqWqpn8MNOPG9R4G7w
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OUR VISION, MISSION AND VALUES

The Nottingham Playhouse brand is more than a logo; it is who we

are, our DNA. It is at the heart of the relationships we have with
members of our community. It is the promise we make to customers,
participants, artists, staff and the public. It is the emotional
connection between us. It is how people feel when they think of
Nottingham Playhouse.

The essence of who we are is to create wonder in Nottingham

We believe that, through theatre, being transported to different

worlds broadens our horizons, that by being positive, relevant and
devoted we provide an experience, not just a stage. At Nottingham
Playhouse, we give a voice to untold stories and cultivate life -
chang ing experiences. Our theatre is a place where everyone
belongs, a pla ce of entertainment, heart and joy.

Our vision is to create high quality art that is truly accessible and
representative of both our heritage and our rich diversity. We aim to

be a nationally recognised destinat.
s e e” wndrakenae that welcomes everybody to be entertained,
surprised, delighted and challenged by work that is bold, brilliant and

relevant. Working in partnership with exciting artists and companies

regionally, nationally and internationally, we create theatre that puts
Nottingham Playhouse on the map.

We exist for the benefit of the people of our region — be they
audiences, participants or artists. As a publicly -funded organisation
we commit to ensure that our demographic of opportunity reflects

the demogra phic of our catchment — including gender, ethnicity,
sexuality, socio -economic standing and disability — to be not just
world -class but also truly inclusive in all areas of operation, including

to recruit and pay fairly. To strengthen our actions we have
established a Diversity in the Workforce Working Group to ensure

that we are doing all we can to recruit a more representative
workforce.

In January 2021 we  launched an Anti -Racism Action Group to  look at
the wider culture and environmen t at Nottingham Pla yhouse. The
group advise s the Executive and Nottingham Playhouse Board of
Trustees on matters of diversity, inclusion and equality, with the aim

of ensuring that we are a safe and fully representative organisation,

which reflects the full breadth and richness of diversity within our
community.
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A core value of Nottingham Playhouse is to proactively create and
support opportunities for cultural participation for all ages, for all
backgrounds.

We work in supportive partnership with a very wide range of stake
holders to cement our position as an organisation with a strong
artistic vision that includes the development of artists.

Nottingham Playhouse is a founder member of Ramps on the Moon
a member of PiPA (Parents and Carers in Performing Arts), a Family

Friendly theatre  and signed up to the Time To Change employer
pledge. We are committed to the UK Theatre /SOLT Ten Principles to
encourage safer and even more supportive working practices in
theatre and have si gned up tothe Old Vic Guardians initiative

PARENTS & CARERS
IN PERFORMING ARTS

let's end mental health discrimination

For further information about Nottingham Playhouse, please visit
nottinghamplayhouse.co.uk



https://www.rampsonthemoon.co.uk/
https://pipacampaign.org/
https://www.familyarts.co.uk/
https://www.familyarts.co.uk/
https://www.time-to-change.org.uk/get-involved/get-your-workplace-involved/employer-pledge
https://uktheatre.org/
https://www.oldvictheatre.com/about-us/guardians-programme
http://www.nottinghamplayhouse.co.uk/

NOTTINGHAM
PLAYHOUSE

FUNDRAISING AND DEVELOPMENT OFFICER

Job Description

Responsible to: Fundraising and Development Manager

Key Working Relationships: Operations Department
Marketing and Communications Department
Participation Department
Producing Department
Development Sub Group

Purpose of post
9 To support the day to day operation of all areas of Nottin gham Pl ayhouse’ s
fundraising activity

Duties include

Administration and Coordination
1 Administer the Nottingham Playhouse Patron Membership scheme.

9 Carry out mailings including donation acknowledgements, activity
announcements, and prepare information for Member s’ newsletters.

1 Create monthly reports and regular updates on donation income, targets and
donor feedback.

1 Administer Gift Aid claims.
91 Ensure donations are processed and appropriately coded.
1 Prepare analytical reports and lists using the Nottingham Playhouse CRM
database system (Spektrix).
Fundraising
9 Act as the first point of contact for supporter enquiries, managing the Support

Us email inbox and logging feedback.
1 Thank donors promptly and accurately, identifying opportunities to increase
engagem ent with donors.
1 Manage day -to-day enquiries from Sponsors, Patrons and Donors such as
complimentary ticket bookings and supporter benefits.
1 Maintain records of funders and new funding opportunities.
1 Coordinate the purchase, creation, and installation of S eat Dedication plaques.
Events
1 Supportt he delivery of fundraising and S ponsor events to produce invitations,
reminders, joining instructions and manage guest lists, briefing notes and ticket
allocations.
1 Liaise with the Operations Department over practical events arrangements such
as room set ups and catering.
1 Attend events to ensure they run smoothly.

Database and Digital
1 Supportthe day -to-day administration of the Fundraising records on CRM
database (Spektrix), updating donor details  and ensuring data cleanliness.
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9 Build and develop a database of suitable funders and prospects and cultivating
those income opportunities.

1T Enter Fundraising and Development activity on
pl anning and management sipgwtheother lepastmddtstn’ ; | i a
ensure staffing and resources are allocated to events.

1 Ensure all fundraising data is collected and stored in line with Nottingham

Pl ayhouse's Data Protection Policy and Data Pr
tidying histori ¢ records.
1 Support website content development , such as reviewing fundraising page

content, updating s ponsor credit lists and associated images.
9 Occasionally creating fundraising content for social media.

1 Represent the Fundraising and Development Team at appropriate internal
meetings.

1 Support the delivery of all new Fundraising and Development projects,
campaigns and initiatives.

1  Work closely with the Operations Department to arrange and process bucket
collections.

1 Comply with the legal requirement s for charitable giving, ensuring all areas of
departmental work are underpinned by the ethics and standards of the
Fundraising Regulator.

1 Be an ambassador and advocate for Nottingham Playhouse and positively
promote the theatre’s values and behaviours.

9 Liaise with the Audience Development Manager regarding all partnerships and
sponsorships which have audience devel opment o
(providing free tickets for charities) or 50:5
usually have acce ss to theatre) initiatives.

9 Take part in working groups, training sessions and committees as may
occasionally be required for the fulfilment of team or company aims.

General

1 To maximise income and minimise expenditure at all times

I Toalways actinthe best interests of Nottingham Playhouse

1 To take positive action to promote Equal Opportunities in all aspects of the work

of Nottingham Playhouse. In particular to support ambitions around equality,
diversity and inclusion, engaging fully with all initiativ. = es to promote diversity
within Nottingham Playhouse.

9 To abide by Nottingham Playhouse policies such as Health & Safety, Diversity
and Inclusion, Child Protection, Data Protection, Environmental Sustainability,
Licensing etc.

To maintain confidentiality in all areas relating to Nottingham Playhouse
To carry out such other duties as may be reasonably expected of the post

=a =4

Please note, as this is a new role, the job description will be subject to review on a
regular basis to reflect the changing requirements of Nottingham Playhouse and the
developing skills of the post holder. We acknowledge that this is a wide -ranging job
description and recognise that the post holder will require support, such as training, in
some areas , which will be provided.

March 2022
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Person Specification

Criteria Assessed at
Application Interview Test

IT literate, confident in using Microsoft N N N

Office (Word, Excel, Outlook, etc)

Numerate N N

Exceptional attention to detail with N N N

accuracy and ability to proofread

Excellent communicator, written and N N

verbal, with good interpersonal and

social skills

Positive and enthusiastic with a desire to N N

learn and develop

Ability to work on own initiative, with N N

excellent personal organisation and time

management skills

Ability to manage multiple priorities N N

successfully

An interest in and/or willingness to N N

develop an interest in live performance

and theatre -making

Some experience in administration N N

and/or an office  environment

Some experience of using a database N N

system

Some experience of digital N N

communications, creating content and

using social media
Nottingham Playhouse is committed to developing and nurturing its employees. For this
role candidates do not need to have every skill on the Person Specification but should be
able to demonstrate their potential ability to learn them with the appropriatet  raining and
support.

March 202 2
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Terms & Condition S

Salary: £20,000 per annum
Payable monthly in arrears by credit transfer

Hours: 37% hours per week. Monday to Friday. One hour for lunch.
Normal office  hours 9.30am — 6.00pm. Although due to the nature
of the role some evening, weekend and Bank Holiday working will
be required.

Overtime: No overtime is payable. Reasonable time off in lieu may be given for
authorised extra hours with the permis sion of the Fundraising and
Development Manager.

Contract: Full Time Permanent

Probation Period: 6 months

Notice Period: 4 weeks in writing by either party

Flexible working: This post is suitable for Flexible Working arrangements

Place of work: Will normally be Nottingham Playhouse, however from time to time
the Fundraising and Development Officer may be required to

travel, regionally and nationally

Holiday: 5.6 weeks per annum (i.e. 4 weeks pa plus bank holidays)
Entitlement increa ses in line with the UKT/BECTU agreement and
House agreement
The Holiday year runs 1 April — 31 March

Pension Scheme: Contributory staff pension, 5 % employee and 4% employer
Nottingham Playhouse workplace pension scheme is provided by
NOW:P ensions.

Other Absences: In line with the UKT/BECTU agreement and House agreement
(e.g. illness, maternity)

Non - Contractual benefits:
In addition Nottingham Playhouse offers a number of discretionary benefits including
1 Free to use Employee Assistance Pr  ogramme provided by Care First
1 Free and/or discounted tickets for performances
9 Discounts on our food and drink offer
1 Opportunities for Flexible Working

March 2022
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DIVERSITY, INCLUSION AND ACCESS

Nottingham Playhouse is committed to a policy of equality of opportunity and creating
a workforce representative of the diverse communities we work with. We believe that
theatre belongs to everyone and want to make sure that everyone has the opportunity
to be involved. We want to work with people from diverse backgrounds, who will bring
different skills and experiences to help us to achieve this.

Nottingham Playhouse has identified that our workforce is currently under

representative of certain communitie s, particularly people from Black, Asian and

Minority backgrounds and is taking positive action for equal opportunities through the

recruitment process.  We have set up a Diversity in the Workforce Working Group to
create a programme of change to deliver in creased representation  and an Anti -Racism

Action Group to advise the Executive and Nottingham Playhouse Board of Trustees on
matters of di  versity, inclusion and equality.

We actively encourage applications from Black, Asian, Minority Ethnic and D/deaf and
Disabled people. Black, Asian, Minority Ethnic and D/deaf and Disabled applicants
meeting the minimum criteria on the job person specification will be guaranteed an

interview. We have committed to ensuring that all interview panels will comprise of a

minimum of 50% people of colour.

& disability
B confident

—— COMMITTED

We are a Disability Confident  employer, recruiting and supporting disabled people in
the workplace.

If you would like the Recruitment Pack, Application Form and Equal Opportunities
Monitoring Form in an alternative format, or support in completing your application,

please email Frances Pearson, Administration & HR Officer , at

recruitment _@nottinghamplayho use.co.uk or ring our Stage Door on 0115 947 4361.
Please leave a message with your full name, contact information, your address (if you

need the paperwork posting to you) and details of your request
happy to
NPERHRMNG AR c talk flexible
working
We welcome proposals to consider for flexible working on hiring. We are part of the

Parents in Performing Arts (PiPA) campaign and welcome applications from people who
have caring responsibilities and anyone looking for a positive work/life balance.

For the role of Fundraising and Development Officer we are open to discussing the

possibility of, for example, flexible working, remote working, flexible start and finish

ti mes, or compressed hours. While we can’t necess.
exact proposal, we do promise to carefully consider yo ur request and explore what is

practical for the role.

10
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HOW TO A PPLY

Please download and complete the Application Form and Equal Opportunities monitoring
form that you will find on our website. Please ensure that you complete all sections of the
application form in full. We will not accept a CV in place of the application form

The first page of your application form will be separated from the rest of your
application in order to anonymise the shortlisting process , SO please donot put
your name elsewhere in your application

As you fill in the application form, please explain how you think you meet the job
description and person specification for the Fundraising and Development Officer . The
information you provide will be used for the shortlisting process.

Itis important  in your application to give us examples of  what you have pr eviously done

t hat shows us how you could be right for the job anc
Nottingham Playhouse . You do not have to have previously undertaken all of the duties in

the job description but you should tell us about your potential ability to do them.

As part of recruitment procedures Nottingham Playhouse collects and processes personal
data relating to job applicants. We are committed to being transparent about how and why

we collect, use and keep personal data secure. Please see Nottingham Playhouse

Recruitment Privacy Notice on the website for full details.

The Equal Opportun ities monitoring form will be separated from the application and will not
be available for the persons preparing the shortlist with the exception of obtaining

information about disability required to make reasonable adjustments for interview. Data
obtained from the forms will be used solely for monitoring purposes and no one individual
can ever be identified.

Please submit your completed Application Form and Equal Opportunities Monitoring Form

by email to:  recruitment@nottinghamplayhouse.co.uk

(Please send asa Word document . Do not send as a Pages file, Zip file or use file sharing
services such as One Drive or Dropbox. Apple/Mac users should export their application

form to a Word document or PDF before sending.)

Or you can submit your application by postto : Recruitment, Administration Office ,
Nottingham Playhouse , Wellington Circus , Nottingham NG1 5AF .
Please mark your envelope Private and Confidential.

If you require an alternative way to make your application, please contact Frances Pearson,
Administration & HR Officer , recruitment@nottinghamplayhouse.co.uk , to discuss a suitable
format.

Closing date for applications: Tues day 19 April 2022 at 12noon
Interviews w/b 25 April 2022 (in person )

We will contact you by telephone or email if you are shortlisted for interview. All  job
applicants will be contacted via email or in writing whether or not they have been
shortlisted for interview.

Thank you for your interest in Nottingham Playhouse and we look forward to receiving your
application.

11
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