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Newcastle Theatre Royal Trust

Development Coordinator
Job Description


Department:

Development

Responsible to:
 Director of Marketing, Sales and IT
Department Head:
 Director of Marketing, Sales and IT
________________________________________________________________________

Newcastle Theatre Royal Trust is an independent charity that runs Newcastle Theatre Royal.  The winner of the Most Welcoming Theatre, North East award 4 years in a row, we are committed to giving the highest quality of welcome and of service to everyone, on-stage and off.
Purpose of the Post:
The principal responsibilities of the Development Coordinator are to support the development of and undertake the administration for the Trust’s loyalty, membership and giving schemes and the broader commercial and fundraising activity of the department, increasing both numbers and income and through excellent organisational, administrative, sales and customer care skills.
Main Tasks

· To undertake the administration and support the development of the Theatre Royal Trust loyalty and membership schemes, to include:

· handling enquiries and processing all loyalty and membership scheme applications through Tessitura and coordinating renewal, reminder and lapsed member mailings. 
· maintaining a clean database providing reports on membership figures, turnover, etc.
· training Box Office staff in selling loyalty and membership schemes
· the development of affinity benefits for loyalty and membership schemes 

· assisting with the strategic development of the loyalty and membership schemes

· supporting the Friends Committee and other loyalty and membership scheme networks; assisting with the organisation of events and receptions 
· the production of newsletters and other communications
· To undertake the administration and support of room hire and sales packages and liaison with the theatre’s clients and catering franchisee.
· To undertake the administration and support the development of the full range of Theatre Royal individual giving schemes and packages to include:

· involvement in the development and delivery of individual giving campaigns

· handling enquiries, processing donations and ensuring benefits are fulfilled
· maintaining a clean database and providing reports on donations, income, etc.
· To undertake the administration and ticket allocations for Business Members 

· To undertake the administration and support of fundraising programmes and initiatives, including Trusts and Foundations.
· To assist with the general sales support and administration of the Development Office.
· To undertake other relevant reasonable duties as requested by the Director of Marketing, Sales and IT including responsibilities emanating from the TRG contract.  

Duties as a member of the Theatre Royal team
· Ensuring that the working environment and practices conform to Health and Safety legislation, the Trust’s Health and Safety Policy, GDPR policies and appropriate Child Protection legislation. 

· To take all reasonable care and responsibility for the Health and Safety of themselves and other persons who may be affected by their acts or omissions and to co-operate with the Trust in achieving and maintaining Health and Safety requirements. 

· Be fully committed to the Trust’s Equality Policy; The Theatre Royal values and promotes equality, supports and encourages diversity and has a zero tolerance policy on discrimination of any kind.
· To adopt an environmentally aware attitude and adhere to the Trust’s ‘Green Initiative’, taking personal responsibility to reduce waste, conserve energy and promote recycling in all duties.

· To understand the Trust’s staff handbook and respect the ethos by which we work as an Equal Opportunities employer, always striving to be the best in our industry as a welcoming theatre.   

Training
The post-holder will be offered induction training as well as ongoing training and professional development based on the needs of the individual and requirements of the post.  An annual Staff Review will be undertaken with the Line Manager on an annual basis with 6 monthly reviews.

Hours of Work

39 hours per week. 

Pay

The position is salaried at £24,437.40 per annum.  
Pension

We operate a generous Local Government Pension Scheme (Employer contribution 14% / Employee 6.5%)
Holiday

Twenty days annual leave, rising to twenty two days after three years completed service and twenty five after five complete years of service, plus public holidays and bank holidays. 
Notice 
8 weeks

June 2022 
Person Specification

Essential skills knowledge and experience
· Considerable experience in general office administration
· High level of IT literacy: Windows, Excel, Outlook

· High level of computer literacy and database management ability

· Ability to work in a team 

· Excellent communication skills with the ability to communicate at a range of levels

· Marketing or sales experience in a commercial or arts environment

· Ability to work independently
· Tessitura knowledge 

· Excellent customer service skills 

· Knowledge of the Equality and Diversity Act 

Desirable
· Experience of working in an arts organisation or charity

· Experience of managing fundraising or membership databases

· Event organisation experience

