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      Patron: HRH The Duke of York, KG 

               Artistic Director and Principal Conductor: Charles Dutoit  

 

 

Development Coordinator  

Information for Candidates  
 

Job title:   Development Coordinator   

Reports to:   Deputy Managing Director / Head of Development 

Location:   Royal Philharmonic Orchestra, 16 Clerkenwell Green, London EC1R 0QT  

Contract:   Full-time, permanent  

Hours: 9:30am–5:30pm, Monday–Friday plus occasional evenings and weekends 

as required 

Salary:    c. £23,000 per annum depending on experience   

Application Deadline:  Thursday 3 August 2017 at 12noon   

 

Introduction 

 

The Royal Philharmonic Orchestra (RPO) is regarded as one of the world’s great cultural institutions. 

Founded by Sir Thomas Beecham in 1946, the RPO is dedicated to bringing exceptional orchestral 

experiences to the widest possible audience, both in the UK and internationally. Collaborating with 

conductors such as Charles Dutoit, Pinchas Zukerman and Marin Alsop, the Orchestra performs 

approximately 180 concerts a year to an audience approaching 300,000 people and is equally at home on 

the international concert platform, in the recording studio or participating in its ground-breaking and 

award-winning community and education programme RPO Resound. Aside from outstanding artistry and 

virtuosity, the RPO’s key characteristics are its diversity and flexibility, performing wide-ranging repertoire 

which appeals to a broad audience. The Royal Philharmonic Orchestra is a registered charity No. 244533. 

 

Administratively, the Orchestra has a staff of around 30 people who work across concerts (artistic planning 
and logistics), marketing, development, community and education, finance and administration.   

 
For further information about the Orchestra please visit our website: www.rpo.co.uk 

 

The role 

 

As the Orchestra’s 70th Anniversary Season comes to a close it is seeking to strengthen its fundraising 

capacity with the appointment of a resourceful and enthusiastic development professional. Working closely 

with the Deputy Managing Director (who is also the Head of Development) and the recently appointed 

Trusts and Foundations Manager, the Development Coordinator will be active across all aspects of the 

Orchestra’s fundraising including sponsorship, Trusts & Foundations, major donors and the various 
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membership groups. Attention to detail and the diligent stewardship of the RPO’s benefactors will be of 

paramount importance and the Development Coordinator will be comfortable engaging with supporters at 

all levels, including Ultra High Net Worth individuals individuals and senior business people.  

 

This stimulating role will provide an ideal opportunity for a Development professional with 2-3 years’ 

fundraising experience (not necessarily in the arts) who is looking to develop their career within a high 

profile and dynamic organisation.  

 

Main duties 

 

 Support the Deputy Managing Director / Head of Development with all aspects of the RPO’s 

fundraising activity, in the UK and abroad including: the project management of major fundraising 

events; hospitality at concerts; the preparation of bespoke sponsorship proposals to meet specific 

corporate objectives; the development of the recently rejuvenated American Friends of the Royal 

Philharmonic Orchestra   

 Support the Trusts & Foundations Manager, researching prospective funders and project 

information  

 Ensure the highest level of stewardship for all sponsors and benefactors  

 Manage and develop the RPO Young Professionals membership group 

 Manage the RPO Chair Partner Programme   

 Draft articles and oversee the production of the RPO Yearbook  

 Build and maintain an efficient CRM system 

 Liaise with the Marketing Department to ensure that all online and printed material relating to 

Development activity is up to date and accurate 

 Maintain accurate and up-to-date financial records 

 Attend Royal Philharmonic Orchestra events (concerts, training sessions, education workshops, 
fundraising activity etc) to steward and/or cultivate relationships with current and potential 
donors.  
 

 

Person specification 

 

Skills and experience - Essential 

 2-3 years’ experience working in a Development role 

 Experience of administrating a broad range of fundraising initiatives and events  

 Some knowledge of Trust & Foundation fundraising   

 Strong interpersonal  and stewardship skills and experience of building rewarding, long-term 

relationships with benefactors and sponsors  

 Ability to research and identify potential sponsors 

 Some knowledge of the arts sector and an interest in classical and orchestral music  

 The ability to work independently and as a member of a team 

 Proficiency in MS Office programmes, particularly Word and Excel  

 

 



3 

 

Personal qualities  

 Articulate, methodical and focused  

 Strong writing skills and excellent attention to detail 

 Have a creative and enquiring mind  

 Be flexible, adaptable and enthusiastic   

 

Terms 

 

 This is a full-time, permanent position  

 28 days annual leave including bank holidays, increasing to 33 days including bank holidays after 2 

years of employment 

 Additional leave during the Company’s annual (Christmas) shut down 

 Normal office working hours are 09:30 to 17:30 however the post requires a flexible working 

attitude. The RPO does not pay overtime, but time off in lieu may be granted 

 The post holder will be auto-enrolled in the RPO’s defined contribution pension scheme after a 3 

month deferral period. Under existing legislation, there is an entitlement to opt out of the scheme. 

The RPO matches employee’s contributions up to a maximum of 6% of salary 

 Interest-free loan for an annual travel season ticket after a 6 month probationary period has been 

successfully completed  

 Child Care Voucher scheme 

 

Application information 

 

The RPO is committed to equal opportunities and diversity in its workforce and welcomes applications from 

all sections of the community. 

 

Applications with a CV and separate covering letter should be submitted via email to 

recruitment@rpo.co.uk addressing Huw Davies, Deputy Managing Director / Head of Development and 

entering ‘Development Coordinator’ in the subject line.   

 

Your CV should include: 

 Contact details, including email and day and evening telephone/mobile numbers 

 Details of education and qualifications, including professional qualifications where relevant 

 Details of your employment history, including relevant roles and experience 

 Relevant skills, achievements and training 

 Confirmation of your notice period; names and contact details for two referees, including at least 

one professional reference. Please also state the capacity in which each referee is known to you, 

along with an indication of when in the application process you would be happy for us to contact 

them. Please note, that we will not contact your referees without your express permission 

 An indication of current salary 

 

Your cover letter should: 

 Summarise your interest in this post 

 Provide evidence of your ability to match the criteria outlined in the person specification. 

mailto:recruitment@rpo.co.uk
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The closing date for applications is 12noon on Thursday 3 August 2017. 

 

Interviews will be held in London during the week commencing 21 August and shortlisted candidates will 

be notified by Monday 14 August. We regret that we cannot acknowledge all applications and only those 

invited for interview will be contacted.   

 

The details contained in a candidate’s application will, at all times, remain confidential and will be held in a 

secure place. Details provided to the Orchestra will be used to assess your suitability for the post applied 

for and will only be released to relevant personnel for that purpose. If your application results in successful 

recruitment to the post applied for, then those details will form the basis of your employee personnel file.   

 

July 2017  


