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COME AND
JOIN THE FUN!

Many thanks for your interest in the
role of Fundraising Officer at The
Theatre Chipping Norton. In this job
pack you'll find all the details you'll
need ahead of applying for the role.

If you wish to apply, please
complete an application form and
an Equal Opportunities form. We
want to know why you would like to
work with us, the ways in which you
meet the person specification and
how your experience to date might
enable you to deliver the role as
laid out in the job description.

We operate an anonymous
recruitment process, so cannot
accept CVs. Please send your
completed application to
admin@chippingnortontheatre.com

Thank you for your interest!
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Chipping Norton Theatre is a restlessly busy and ambitious theatre and arts
centre in the Cotswolds. Welcoming over 50,000 people every year in a town of
little over 8,000, The Theatre delivers a year-round programme of theatre,
comedy, music, film and participatory activities for audiences across the region.
More recently, we have grown as a producing house, creating three major
productions each year and growing a stronger and more loyal audience as a
result. Some of these shows have toured the UK and transferred to other
theatres.

The Theatre sits at the heart of its community and is an important part of many
people’s lives. It is run by a small team of around 13 permanent staff, with support
from casuals and volunteers. The Theatre continued as many activities as possible
during the course of the pandemic including most Take Part activities, a full
weekend cinema programme whenever possible, a month-long in house produced
Christmas show, and a brand new season of al fresco cinema and live events in
summer. The whole team worked tirelessly and loyally throughout the pandemic
and are now enjoying a once again full programme of activities.  
  
The Theatre team are friendly and supportive, and The Theatre is always keen to
invest in its staff and their futures. We have a book club and lunchtime staff
cinema screenings, and sometimes screen large sporting events for staff in the
auditorium. We have a dog day once a week, staff look after our small back garden
and we like to have a big BBQ in the summer months. We meet regularly to
discuss mental health as a group and strive to make The Theatre an enjoyable
place to work for all.

Welcome to our theatre
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We are recruiting for a confident and approachable Fundraising Officer.

The position is responsible to the Director, and will work closely with the
Fundraising Advisor (Freelance position) and the General Manager to advance
and complement the fundraising and sponsorship programmes of The
Theatre. The role is available for between 21 and 28 hours per week
dependent on the candidate, at least 50% of which should be worked in
person at The Theatre.

This job description and level of responsibility in its areas will be tailored to
the successful candidate. We would be happy to hear from those who are
new to the world of fundraising and from those with more specific
experience.  

Information on our existing fundraising channels can be found here:
https://www.chippingnortontheatre.com/support-us 
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Job Description

https://www.chippingnortontheatre.com/support-us
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Work with the Director and Fundraising Advisor to manage the
Theatre’s fundraising message, presence and brand, across print,
digital, online and in-building, ensuring it remains attractive, consistent
and eye-catching. Manage the fundraising sections of The Theatre’s
website
Keep clear database and financial records of The Theatre’s fundraising
performance, using Spektrix and Xero (training available)
Administrate and support the theatre’s Friends Scheme, in close
collaboration with the Theatre’s box office staff. Lead on renewals,
branding, visibility and provision of benefits/rewards
Administrate and support the theatre’s Citadel Friends and Patrons
schemes in close collaboration with The Theatre’s box office staff. Lead
on renewals, branding, visibility and provision of benefits/rewards
Administrate, support and where possible grow The Theatre’s 200 Club
Administrate and support existing corporate sponsors, including
recognition, rewards and renewals
Administrate and maintain The Theatre’s relationships with existing
major donors, including appropriate recognition and rewards
Provide receipts for all funding received
Support and administrate The Theatre’s legacy giving procedures
Work with and support any Fundraising Volunteers

The primary responsibilities of the Fundraising Officer can be summarised
as follows:

Existing Funding/Funders:

AUGUST 2022
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Support the Director and General Manager, where required, to create
funding applications for public authority funders, and support the
evaluation process for this funding
Support the Fundraising Advisor where requested with research into
Trusts and Foundations suitable for approach for larger grants
Manage administrative systems in support of The Theatre’s fundraising
efforts
Work with the Director and Fundraising Advisor to set and monitor
fundraising targets and budgets

Organise and run a series of fundraising events each year including an
auction and fun run
Support the Fundraising Advisor, Director and General Manager to
research and develop opportunities for partnership, grant funding and
individual giving in support of The Theatre’s work
Develop smaller funding applications (sub £1500) on behalf of The
Theatre, and administrate and evaluate any grants achieved.

Supporting Tasks:

New Funding/Funders:
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JANUARY 2023

Support the Fundraising Advisor,
Director and General Manager in selling
new corporate                                                  
sponsorship and service existing
agreements and relationships
Attend networking events and make new
contacts on behalf of The Theatre
Lead on recruitment campaigns for the
Friends and Patrons schemes

And finally, any other duties that may be
requested from time to time.
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Confident, enthusiastic and welcoming

personality

Computer literacy

Numeracy

Good level of personal organisation

A passion for the arts and community

work

Willingness and capacity to work set

hours

Good communication skills, in

particular in person and via telephone

Person Specification

Essential

Experience within fundraising, in a

community or professional context

Experience working professionally

within in the arts, or in a marketing

context

Experience of event planning

Flexibility to work extra hours

Experience working with Spektrix or

Xero

Desirable

JANUARY 2023
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HOW TO APPLY
FOR THIS  ROLE

To apply for this role, please download
and complete an Application Form and
an Equal Opportunities Form. Then
send these completed forms to:
admin@chippingnortontheatre.com

If you would like to find out more about
the role, or have an informal chat with
one of the team, please give us a call on
01608 642349.

Closing Date: 10am on Weds 22
February

Interviews: during the following 2
weeks

Salary: between £11 and £14.79 per
hour dependent on experience. Full
time equivalent on a 39 hr week of
between £22,308 and £30,000.

Hours: Flexible day-time working of
between 21 and 28 hours a week
dependent on candidate. A min of 50%
of the hours must be worked from the
Theatre office.

Contract: Permanent after 6 months
probation 


