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JOB DESCRIPTION

Job title:

Friends of Strode Theatre Development Coordinator
Responsible to:  
Theatre Manager (or equivalent) & the Trustees of Friends of Strode Theatre
Job purpose:      
The Friends Coordinator will manage the Friends of Strode Theatre fundraising and lead on campaigns, initiatives and events to increase membership, as well as the day-to-day financial and administrative coordination of the programme.
We are seeking an imaginative and energetic person to help us develop the Friends of Strode Theatre’s fundraising and communications. This new role will be very exciting for anyone who enjoys engaging with people and thinking ‘out of the box’. The role will be varied, ranging from thinking-up and planning fundraising events to creating new promotional materials, through to helping recruit new Trustees. At this time, there will be some emphasis on looking at ways in which Friends of Strode Theatre can contribute to Strode Theatre’s exciting 60th anniversary celebrations in October 2023. 
 
Strode Theatre is part of Strode College in Street, near Glastonbury, in Somerset. It is equipped as a theatre and cinema, incorporating two venues, bar-café and exhibition area. The main Theatre has 343-seats and a purpose-built proscenium arch stage. The Studio has 64 seats in a retractable unit, used for film screenings, black-box performances, classes and rehearsals. Donated to the community in 1963 by the Clarks Foundation, Strode Theatre has been an essential part of the community ever-since. Before Covid, it welcomed 55,000+ visitors every year, from throughout Somerset and beyond, to over 450 film and live broadcast screenings with one of the most diverse independent and international film programmes in the southwest region, over 150 live professional, amateur and college shows and events; and exhibitions. 
Friends of Strode Theatre is a separate Charity with a Board of five Trustees (with a view to growing to seven or more) and a current membership over 400. The Friends of Strode Theatre Development Coordinator will be employed by Strode College, working as part of the Strode Theatre team, but all their activities will be focused on growing and developing the Friends of Strode Theatre’s activities, membership and income.

KEY TASKS AND RESPONSIBILITIES
· Work with the Theatre Manager (or equivalent) and Friends of Strode Theatre Trustees on all aspects of the Friends of Strode Theatre programme
· Work with the Theatre Manager (or equivalent) to deliver a strategy to increase membership of the Friends of Strode Theatre
· Promote Friends of Strode Theatre benefits, activities and opportunities by creating and leading on campaigns, events and other initiatives
· Work with the Theatre Manager (or equivalent), Trustees and partners to plan and co-ordinate events 
· Review the effectiveness of all Friends activity to improve the marketing, fundraising and communications of the programme
· Act as the main point of contact for the members of the Friends of Strode Theatre, including processing new memberships 
· Manage Friends content on the Theatre website and social media
· Ensure that Friends benefits, including advanced booking, Friends newsletter and ‘thank you’ events are delivered consistently and to a high standard 
· Ensure positive relationships and excellent stewardship of the Friends scheme through a regular newsletter, and by responding to individual enquiries promptly
· Communicate regularly with the Friends of Strode Theatre trustees, attend, report to (with the Theatre Manager or equivalent) and take minutes at quarterly Trustee meetings, as necessary
· Keeping accounts and membership detail up to date, liaising with the Friends of Strode Theatre Treasurer
PERSON SPECIFICATION
You will have a passion for building and sustaining support for the arts in Somerset, and a desire to play a key role in the development of Strode Theatre.
Qualifications:
Essential

· Educated to at least Level 3, i.e.: A Level or Level 3 Diploma

Desirable

· Relevant higher level or professional qualification in subjects such as Arts or Charity Management, Charity Marketing, Fundraising, etc.
Experience/Knowledge
Essential

· Experience of fundraising and/or communications, preferably in a theatre, arts, culture, community or event setting

· Excellent communication skills

· High level of competency in using IT systems, especially Word, Excel, Outlook, Powerpoint or Prezi, databases and mail-merges
· Strong copy-writing skills and attention to detail
· Ability and/or willingness to prepare and deliver presentations to Boards and public meetings 

Desirable

· Good competency in presentation and layout of printed material such as posters, brochures and leaflets using Photoshop, InDesign or Illustrator
· Experience of managing a membership scheme or other Box Office or Subscription service

· Experience of effective writing for fundraising

· Event Management experience
Special aptitudes /skills/competencies
· Ability to lead projects effectively 
· Ability to manage work load effectively and work to a high standard under pressure

· Ability to organise and analyse data to evaluate work

· Commitment to high standards with excellent attention to detail

· Commitment to continuous improvement
Personal qualities
· Good communication and interpersonal skills and the ability to develop effective working and patron relationships
· Able to anticipate and respond effectively to customers’ needs
· Organised approach to work
· Calm under pressure
· Initiative and enthusiasm 
· Commitment to team working
· Able to work independently and self-direct
· Flexible and able to respond positively to change
· Awareness of and commitment to equal opportunities
Special requirements

· You must be able to work after normal hours occasionally to attend events
TERMS AND CONDITIONS
1. The appointment will commence as soon as possible.

2. The appointment is to work for 20 hours per week. This role is advertised as a six month fixed term contract, pending stabilisation of the Covid situation, with a view to the role becoming permanent at the end of the six month period.
3. Salary is £21,019 per annum, pro-rata (based on 40 hours per week full time contract). It is a condition of appointment that salary is paid directly into a bank or building society.
4. The successful applicant will be required to apply for an enhanced disclosure from the Disclosure and Barring Service.  Further information about the Disclosure scheme can be found at www.disclosure.gov.uk or by contacting the information line on 0870 90 90 811
5. The post is subject to a probationary period of six months during which time two reports will be carried out.  We view probation as a supportive time but if performance is not satisfactory it could lead to termination of the contract. During the probation period 4 mandatory training units must be undertaken. The training sessions are Safeguarding Children, Prevent, Health and Safety, Equality Diversity & Inclusion.
6. Holiday entitlement is 27 days per annum, pro-rata.
7. The post holder will be automatically brought into the Local Government Pension Scheme. Contributions are 5.8% of Salary.
8. Sick leave will be in accordance with the procedures laid down by the Strode College Board of Governors.

As an equal opportunities employer, Strode College particularly welcomes applications from those who are disabled or members of ethnic minorities since these groups are at present under-represented on the Strode staff.

Completed application forms should be returned to Carol Corbett, HR Officer, Strode College, personnel-enquiries@strode-college.ac.uk by 9.00am Friday 1st April 2022, and interviews will take place in the week beginning Monday 4th April.
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