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Job Description

Job Title:		Development Events Manager

Responsible to:	Senior Development Events Manager

Responsible for:	Events Coordinator

The National Theatre
The National Theatre makes world-class theatre that is challenging, entertaining and inspiring and we make it for everyone.

We work with some of the world’s greatest actors, writers, theatre artists and technicians to make at least 20 productions each year, aspiring always to the levels of excellence that make the NT a world leader.

· Our repertoire is broad and inclusive, appealing to the widest possible range of audiences with new plays, musicals, re-imagined classics and work for young audiences. We have a special responsibility to develop talent and to enable creative risk across all our stages.
· We collaborate with partners from all around the UK - co-producing, touring and supporting the development of work.
· The New Work Department collaborates with hundreds of artists each year to develop work for the NT’s stages and beyond, exploring a diverse range of progressive new voices and forms and supporting practitioners through development and training.
· We aim to reflect the diversity of the United Kingdom in our work on stage and amongst our creative teams and performers. We have specific, publicly available targets on gender and ethnicity to help us achieve this ambition and we are working with external partners to develop targets in relation to the employment of performers and creatives with disabilities.

We believe that theatre is for everyone and we aim to share our work as widely as possible, across the UK and internationally, through live theatre, broadcast and digital.

· We aim for our theatres to be at least 80% full, and we work to reach out beyond regular audiences. We have targets to increase attendance by people under-35, and first time attendees (who we also aim to bring back). These are supported by our audience insight programme which allows us to understand our audiences better and deepen our relationship with them.
· We make hundreds of thousands of cheap tickets available, for young people in particular. We are committed to ensuring that 30% of tickets are available at £20 and under.
· We always aim to meet the needs of audience members with disabilities. When our productions travel, we work with venues to extend this approach to access.
· We strive to make our building as inviting, welcoming and lively as possible, and always provide things to experience or explore for free.

The Development Department
The Development Department is the fundraising function of the National. Its aim is to raise essential funds for the theatre from individuals, corporations and charitable trusts and foundations to enable the Theatre to carry out its mission and plan for the future.  In the 


financial year 2017/18, the department raised approx. £14m gross and there are ambitious plans for growth. 

The Development Department consists of thirty-two staff split across the three main sectors outlined above, with a dedicated Operations team, which includes events. The Department also works with a Development Board of senior external fundraising volunteers, chaired by Elizabeth Offord.

The Major Gifts and Individual Giving sectors work particularly closely together.  The Major Gifts team comprises three team members who raise gifts from £25,000 to over £1m, with an annual target of approx. £2m.  The Individual Giving team manages memberships from £80 to £12,000 per annum, as well as appeals and legacies. The team of seven has an annual target of £4.5m.

The Corporate Development team secures and manages corporate memberships and corporate partnerships, such as Bank of America Merrill Lynch, our partner for learning and Sky Arts who sponsor NT Live in the UK. The team of nine has an annual target of £4.3m and also manages in-kind partnerships to support many areas of the National’s work.  

The Trusts and Foundations Team raises approximate £1.4m from foundations and livery companies.

We work closely with the American Associates of the National Theatre.  The AANT is based in New York and promotes and supports the work of the National Theatre in both the UK and the United States. Since 2005, the AANT has granted more than $20 million to the National Theatre, providing essential funding which supports the NT’s mission. 




The Events Team
The four members of the Development Events Team create, plan and deliver an extensive programme of events in support of our membership and fundraising strategy.  Our events are a key element in building relationships with potential and existing donors and members (individual and corporate) and recognising their support.  The events play an important role in ensuring that supporters continue to feel motivated and engaged with the National Theatre.

The team works with our highest-level supporters, actors, directors and colleagues in many departments and on all levels to achieve the best possible supporter experience.  They work particularly closely with the NT’s commercial events and catering teams.

Event formats can vary greatly and include 
· Breakfast briefings for potential corporate supporters in an external venue 
· Exclusive dinners with actors and directors for our highest-level individual supporters at a private members club
· Panel discussions for corporate members in one of the NT’s event spaces
· Large receptions for individual members in one of the NT’s foyers
· Family fun day in one of our rehearsal rooms
· A grand fundraising gala every two years with an income target of £1m

The Role
The Development Events Manager reports to the Senior Development Events Manager and line manages the Development Events Coordinator.  The Development Events Manager’s main role is to organise a portfolio of events.  They are responsible for producing and managing budgets and ensuring events meet the agreed objectives, in line with our overall Development strategy, mainly to engage potential supporters and enhance relationships with existing supporters.  The role works collaboratively with the fundraising and membership teams in the department, to create new event strategies to best meet their needs and maximise income.

The successful candidate will have extensive experience of managing events and strong project management skills. They will have excellent organisational and communication skills and the ability to work on their own initiative as well as in a team. They will be used to working in a fast-paced environment and to managing multiple events simultaneously.

Duties and responsibilities
· Contribute to the Development Events Strategy and to the team’s planning and objective setting.  This will include planning for the coming year and also longer term strategy, led by the Senior Development Events Manager.
· Understand the stewardship, cultivation, fundraising and membership event needs of the four fundraising teams (Corporate, Trusts, Individuals and Major Gifts) and develop creative solutions with the teams.
· Serve as a project manager for events and act as a representative for the interests of the department
· Matrix manage a team of colleagues to work at events, this includes briefing and debriefing and inducting colleagues to new tasks as needed
· Liaise and negotiate with external suppliers and act as an ambassador for our department and the NT
· Build strong relationships with colleagues in our department and with other stakeholders at the NT to ensure opportunities are identified and used to the advantage of building donor relationships
· Liaise with senior volunteer leadership and committee members
· Regular networking with other development and events professionals to exchange ideas and best practice and develop innovative ideas
· Stay abreast of legislation, trends in philanthropy, industry standards and best practice and regularly update our way of working accordingly
· Ensure the standard of service is consistently high and meets the needs of donors and fundraisers 
· Line manage the Development Events Coordinator.  This includes responsibility for overseeing their workload, training and induction, performance development and regular coaching and feedback in one-to-one meetings.

Responsibilities for all staff
1. Update databases and supporter information systems on a regular basis in line with Data Protection legislation and the NT’s policy and procedures to ensure all records are up-to-date and accurate
1. Carry out any other duties as requested by Senior Development Events Manager
1. Undertake training deemed necessary by your line manager
1. Support the National’s communications objectives by sharing information with your manager, team and colleagues as appropriate, whilst respecting confidentiality, so that you and your colleagues have all the information you need to perform your duties effectively
1. Participate actively in regular department and team meetings, contributing to strategy, discussions and decisions
1. Comply with the National Theatre’s Health and Safety and Equal Opportunities policies
1. Take personal responsibility for keeping up to date with the work of the National Theatre
1. A commitment to high standards of service delivery and customer care
1. Willingness to work flexibly in approach to work and/or work time requirements

Person Specification
Required
· A successful track record of project management and events management
· Strong budget management skills, including tracking expenditure and projecting income
· Knowledge and understanding of fundraising, philanthropic motivations and membership schemes
· Strong relationship management skills with experience of stakeholder management and of working across different teams and departments
· Strong verbal and written communication skills including presentation skills
· Demonstrated initiative to identify new opportunities, and to research viability in order to achieve desired outcomes
· Negotiation skills
· Proficiency in the use of MS office, particularly Word, Excel, Outlook and Power Point
· Experience of working with a customer relations management system
· Ability and willingness to work some weekday evenings on a regular basis and very occasionally on the weekend.  Time off in lieu is given for evening and weekend work.
· Ability to travel, including potentially aboard.

Desirable
· Line management experience
· Experience of working in the arts or fundraising sector
· Experience of working with senior volunteers and committees
· An interest in theatre

Outline of Terms and Conditions
Contract Type:	Permanent
Hours: 	40 per week, although additional hours may be necessary in order to fulfil the post’s requirements
Salary:  	£32,000 per annum
Location:	National Theatre, Upper Ground, South Bank, London, SE1 9PX
Annual Leave: 	28 days in the first year, pro rata, including bank holidays, increasing with length of service thereafter
Probationary Period:		3 months
Notice Period:		3 months (1 month during probationary period)
Pension:	The National Theatre operates a Stakeholder Pension scheme with Legal & General. If you wish to become a member, you may opt to contribute 4.5%, 6% or 7.5% of basic pay and the National will make a matching contribution. The National also operates an alternative pension scheme with NEST
Other Benefits 
· Complimentary tickets for performances, subject to availability and the National’s staff ticket policy
· Complimentary tickets for platforms, subject to availability and policy
· Interest-free season ticket loan, cycle-scheme and childcare vouchers
· Staff canteen and bar
· Discount on meals in some of the National’s bars and restaurants 
· Discount on books, play texts, DVDs and other items in the National’s bookshop 

Please note that applications can only be considered if they are submitted through the National’s Online Recruitment System, and returned by the closing date.
[bookmark: _GoBack]To apply for this vacancy please follow the link: https://candidate.nationaltheatre.org.uk/81608RNT 
The closing date for the receipt of completed application forms is: 12:00 noon, Friday 16th November 2018
For any queries, please contact the HR Department by emailing: recruitment@nationaltheatre.org.uk 
The National Theatre is committed to being an Equal Opportunities employer and as such we actively encourage applications from Black, Asian and Ethnic Minority applicants and from applicants from local London Boroughs. 
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