ARNOLFINI

JOB DESCRIPTION

DESIGNATION:

Fundraising Manager
RESPONSIBLE TO:

Director

GRADE:


6
DATE PREPARED:

April 2008
MAIN PURPOSE OF JOB

The Fundraising Manager is responsible to the Director for the development, implementation and delivery of Arnolfini’s fundraising strategy. The Fundraising Manager is responsible for income generation in a number of key areas assisted on a day to day basis by the Development Co-ordinators and supported by all programming areas and finance department in the realisation of generating income. The Fundraising Manager, in co-operation with other Arnolfini staff, will attract, retain and provide a welcoming service to all users of Arnolfini’s activities (public, artists, contractors, consultants, promoters, staff, sponsors, funders etc).
SUMMARY OF OBJECTIVES
	1.
	To be responsible with the Director for, the development, implementation and evaluation of fundraising strategies, including future capital developments, revenue funding, and diversification of income streams.

	
	

	2.
	To be responsible for delivering income generation against agreed targets for the organisation, in the areas of capital projects, restricted project funding, unrestricted revenue funding, corporate sponsorship and schemes, individual donors and patrons, private hire, and other areas as identified in fundraising strategies.

	
	

	3.
	To assist the Director in identifying sources of funding and income generation from public and private sources to ensure the organisations sustained development. 

	
	

	4.
	To initiate and manage the presentation of funding proposals ensuring the preparation facts, figures and documents as required.

	
	

	5.
	To be responsible for the maintenance of systems for the tracking of all public applications and ensuring funding agreements, documentation and data are maintained and claims on successful applications are made on time and in line with funding criteria.

	
	

	6.
	To undertake advocacy and representation of Arnolfini and contribution to relevant public and professional forums, fostering close relationships with particular bodies who can provide essential support to the organisation.

	
	

	7.
	To work with the artistic team in order to be fully informed of the artistic work and programme, and to actively identify areas with potential exploitation opportunities.

	
	

	8.
	To work with the Marketing Manager regarding external communications relating to the organisation’s development priorities.

	
	

	9.
	To lead, manage and effectively develop the development department, including the line-management of the Development Coordinators.

	
	

	10.
	To contribute to the strategic development of Arnolfini, including, income generation, the diversification of income streams, and business planning, advising on setting short, medium and long-term development funding revenue objectives.

	
	

	11.
	To provide the Director & Head of Finance & Resources with projections, budgets and business plans in relation to the development department and income generation.

	
	

	12.
	To prepare Council of Management papers for meetings reporting on progress of all funding applications and income generated To attend all meetings of Arnolfini's Council of Management as part of the Management Team.  To prepare Council of Management papers for meetings.

	
	

	13.
	To be fully conversant with all Arnolfini policies including Equal Opportunities and Health and Safety and ensure by following established working practices and guidance that all policies are adhered to at all times.

	
	

	14.
	To attend meetings and undertake training as and when required.

	
	

	15.
	To undertake any other duties as reasonably required by the Director 

	
	

	
	

	
	

	
	

	
	


APPLICANTS’ INFORMATION FOR THE POST OF Fundraising Manager
Arnolfini

Arnolfini is one of Britain's leading independent arts organisations presenting the contemporary arts based in Bristol. Since its foundation in 1961, Arnolfini has gained a national and international reputation for presenting innovative work in the visual arts, live art, theatre, performance, dance as well as film and music.  

Arnolfini was established in 1961 by Jeremy and Annabel Rees above a bookshop on the Triangle in central Bristol. Its policy then is still relevant today: “to seek out challenging, often controversial and sometimes relatively unknown artists and performers and to provide a vital showcase for their work.” In 1975 the organisation moved to its current premises, Bush House, a former tea warehouse alongside the city’s floating harbour. Arnolfini’s move to Narrow Quay proved a catalyst in attracting other businesses to the then neglected docks. In 1999 a new footbridge, Pero’s Bridge, opened, helping link Arnolfini to the new Millennium Square. The revitalised Harbourside is now a focal point for Bristol’s social and cultural life.

In September 2005 Arnolfini reopened after a major capital development project.  The development has enabled Arnolfini to expand from two to 4 floors of the nineteenth century warehouse in the city centre harbour-side area.  The refurbished centre provides full access and vastly improved spaces for the making, display and presentation of the contemporary arts.  With an expected 450,000 visitors in the first full year of operation post re development, Arnolfini is a dynamic centre for activity, discussion and debate.

Arnolfini is a major Arts Council South West revenue client and receives additional revenue funding from Bristol City Council. Arnolfini’s turnover is just over £1.9m.  This is made up of income from public funders, project grants, tenant rental income, café bar and bookshop income, tickets sales, hires and sponsorship.

Arnolfini is a charitable company, Arnolfini Gallery Ltd, with memorandum and articles of association.  Arnolfini’s Board of Trustees (known as the Council of Management) are responsible for the general control and management of the charity, and for agreeing the strategic aims, objectives and direction of the organisation.
mission statement

Arnolfini provides Bristol and the west of England with a centre for the contemporary arts of international significance.

It presents and develops to high professional standards, some of the most remarkable art of our time.

It seeks to involve the widest possible range of people in its activities and to allow individuals to relish and gain from their experience of the arts.

Its aims are:

· To play a leading role in the cultural life of the city and the region by presenting an ambitious and imaginative programme, international in scope and distinctive in character.

· To seek out challenging, often controversial and sometimes relatively unknown artists and performers and to provide a vital showcase for their work.

· To provide a focus and forum for creative participation, critical discussion and life long learning about contemporary arts for people of all ages and backgrounds

· To commission, and act as a catalyst for new and experimental work.

· To respond to the specific needs and aspirations of different sections of the community, in particular seeking to reach those who might otherwise be detached from the contemporary arts.

· To have a friendly and open minded environment for staff artists and visitors

· To develop the skills and expertise of its staff

· To share its experience and welcome participation with other cultural organisations
Person Specification

Essential (Must have)
· At least 5 years fundraising experience, with 3 years at a senior level

· Proven track record of recent revenue development success in a major not-for-profit organisation.

· Proven experience of initiating, leading and implementing development strategies, including corporate sponsorship, grant making trusts, endowment, membership schemes and individual giving.

· Well established professional relationships and networks.

· Outstanding communication, advocacy and networking skills.

· Highly developed staff management and team working skills with a ready ability to provide clear leadership, inspiration and motivation.

· Understanding of arts funding and contemporary development issues for a major public-funded cultural organisation.

Desirable (Should have)

· Experience of fundraising for an organisation with a turnover of over £1.5 million

· Professional postgraduate qualification in fundraising
· Member of the Institute of Fundraising

Terms and conditions

The salary is offered at salary scale, £29,491 – £33,718 (pro rata) per annum as a temporary six month contract. We usually appoint at the bottom of this scale. Standard Arnolfini terms and conditions will apply.  
Although we would prefer the post to be full time 40 hours per week, we are willing to consider applications for part-time working. 

Annual leave entitlement will be 24 days (pro rata) per annum.

Applications
Please complete the application form enclosed in this pack, or should you wish, you can download a version from our website www.arnolfini.org.uk.
Ensure you read the job description and person specification before you start to complete the form.

Please do not attach CV, references or educational certificates to your application form 
If you need to attach a continuation sheet please mark your name clearly at the top of the sheet. Please limit continuation sheets to one side of A4

The application form is an important part of the selection process. To ensure fairness to all applicants any decision to short list you for interview will be based solely on the information you supply on your application form.  It is important you give as much information as relevant regarding why you wish to apply and what makes you a suitable applicant.

Applications in the form of CVs will not be considered

Arnolfini is actively working towards equal opportunities and welcomes applications from all areas of society.  We would appreciate it, if you would complete and return the enclosed monitoring form.

Completed applications should be marked on the top left corner of the envelope “Fundraising Manager” sent  with the monitoring form to:

Recruitment Manager, Arnolfini, 16 Narrow Quay, Bristol BS1 4QA 

Applications should arrive no later than 5pm Friday 25th April 2008
Only Short-listed Candidates will be notified of interview - which will be held on Wednesday 7th May 2008.
You will be notified as soon as possible if you are invited to attend an interview.  Regrettably, owing to the anticipated response, we shall not be sending rejection letters.
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The application form is an important part of the selection process. To ensure fairness to all applicants any decision to short list you for interview will be based solely on the information you supply on the application form.  It is important you give as much information as relevant regarding why you wish to apply and what makes you a suitable applicant.

Please complete the form in black ink.

	post applied for:
	


Section One: Personal details

	name
	
	address
	

	telephone number
	
	
	

	Are you over 18 years of age?
	
	
	


Section Two: Relevant education qualification details [starting with the most recent]

	From
	To
	Institution
	Course/Award title
	Grade

	
	
	
	
	


Section Three: Relevant professional qualification details [starting with the most recent]
	From
	To
	Institution
	Course/Award title
	Grade

	
	
	
	
	


Section Four: Relevant past employment details [starting with the most recent]

	From
	To
	Employer
	Brief description of duties

	
	
	
	


Section Five: Please give full details for three referees [at least two of which should be recent 

                 employers] and state their relationship to you.    

	Name:

Address:

Postcode:

Telephone No:

Relationship:
	
	
	


Would you agree to us contacting them prior to interview Yes  / No

Section Six: Please detail other information you wish to give in support of your application
	


[Please ensure you put your name on the top of a continuation sheet]
All information given in this form is correct at time of application:

	Signed:

	Date:


EQUAL OPPORTUNITIES RECRUITMENT MONITORING FORM

Arnolfini is committed to a policy of equality of opportunity in employment and to taking action to avoid discrimination within the organisation.  All applicants for employment are considered only on the information given in application regarding their ability to undertake the job for which they are applying.

This information is used for monitoring purposes only, and is removed from the application prior to the short-listing process.

Please tick the appropriate box:

Age range

( Under 16

( 17-24

( 25-34

( 35-44

( 45-54

( 55-64

( 65+


Gender

(  Male
( Female

Ethnic Origin

White

( British
( Irish
( Other: Please write in:

Asian or Asian British

( Indian
( Bangladeshi
( Pakistani

( Chinese


( Other: Please write in:

Black or Black British

( Black Caribbean

( Black African
( Other: Please write in:

Mixed

( White & Black Caribbean 
( White & Black African

( White & Asian 

( Other: Please write in:

Other Ethnic Group

( Other: Please write in:
Do you consider yourself to be a disabled person?
( Yes

( No

Please note: If you have answered yes to this question, and you require any adjustments to be made in order for you participate fully in our recruitment process, please ensure you have indicated these in your application or on a additional sheet, so we can accommodate your needs.

Please tell us where you found out about this job:

Thank you for your co-operation in completing this form.

