Broadway Job Spec
JOB DESCRIPTION: Development Officer
Responsible to: Board of Directors
Purpose of post 

This is a pivotal role within Friends of the Broadway Prestwick in helping to set and meet fundraising targets, write brilliant bids and applications, nurture relationships with our local community, partners, donors, and develop our events schedule.

The Development Officer is the key ambassador for bringing back the Broadway Cinema and will work directly with the Board of Directors. They will be the first paid staff member until the building re-opens.

The post holder will think and work strategically, using innovative ideas to nurture and grow our events schedule, community of donors, supporters and partners.  

Responsibilities and Accountabilities 

Income Generation
· Research businesses and support bid writing for Corporate partnerships and Sponsorship income.
· Research and complete Trust and Foundation applications with the Board of Directors.
· Support the growth, delivery and success of Individual Donor and Major Gift initiatives. 
· Provide administrative support to the Board of Directors on major bids to core public stakeholders and funders. 
· Drive donations online and through our programme of events.

Stewardship and Compliance 
· Develop and nurture brilliant relationships with our partners, supporters and community of donors.
· Provide the administrative support that ensures all grant, financial and contractual terms and conditions are met.
· Provide the administrative support as required to ensure effective financial reporting.
· Be responsible for the effective data management within the donor database and use the data innovatively to drive forward income and growth. 

Evaluation and Impact 
· Support the Board of Directors in gathering quantitative and qualitative evaluation from our projects.

Networking, Innovation and Research 
· Research and keep abreast of new and innovative fundraising methods
· Grow Broadway Cinema’s reputation and visibility by networking and connecting to relevant fundraising networks, business communities and our local community.
· Represent Broadway Cinema and attend as appropriate internal and external events.

Ethical Fundraising and Legislation
· Ensure that all fundraising activities adhere to ethical funding
· Ensure that the Broadway’s fundraising activities meet relevant best practice and legal practices such as the Institute of Fundraising Code of Practice and Data Protection requirements.

Other
· Any other relevant duties as requested by the Board of Directors as and when appropriate.
· You will have a commitment to Equalities and Diversity 
· To fully participate in company meetings and events when required
· To attend relevant training as and when required

Person specification
· Excellent communicator with the ability to support the Board of Directors in reporting to a range of stakeholders including partners and funders
· Knowledge of digital audience development and community engagement initiatives
· Excellent organisational and time management skills with the ability to plan, develop and deliver activities and projects.
· A commitment to meaningful community participation and a passion for working with people from a range of backgrounds and experiences.
· Willingness to commit to agile working, which may include working weekends and evening work when required in accordance with the needs of the post and activities.
· As the role will be the first paid member of staff you will need the ability to work independently, whilst also collaborating with a wide range of people and managing sensitive communication with a variety of stakeholders and as a member of a team.
· Strong copywriting and proof-reading skills with an eye for detail
· A zest for creating concepts and coming up with innovative ideas 
· Good IT skills and proficiency in Microsoft Office applications
· Enthusiasm for film, community events and culture 
· Speaking or learning to speak Gaelic is desirable 
· Living within and understanding the community of the KA9 postcode is desirable  


