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About Britten Sinfonia

About the role

For nearly 30 years, Britten Sinfonia has been a fresh and invigorating force in the UK’s orchestral
scene. With its core of outstanding players, many of whom have parallel careers as soloists and
chamber musicians, performances of the highest quality have always been at the heart of what Britten
Sinfonia does. From its base in the East of England, with residencies at Saffron Hall and in Norwich, the
orchestra’s acclaimed work has toured across Europe, the USA, India, China and South America.

This is an important administrative position within Britten Sinfonia, supporting the fundraising efforts of
the organisation that underpins the orchestra’s ambitious range of concert and learning programmes.
The Development Department is a small department within the organisation that is responsible for
fundraising. The Department consists of a full time Development Director, whom you will report to,
and a part time Special Projects Advisor, who supports on strategic areas of fundraising. As a member
of the Britten Sinfonia management team, you will also work closely with colleagues across all other
departments.

What they perform, and who they perform with, is always considered with great care and imagination.
The range of their repertoire, and of their artistic partners, is extraordinary: even in such a difficult,
Covid-affected year as 2021, repertoire as wide-ranging as Mozart’s Requiem, a Tansy Davies premiere,
Piazzolla’s Bandoneon Concerto, Elgar’s Serenade for Strings and an overture by Joseph Bologne is
presented with equal passion and style.
In the last year, the orchestra has managed to keep performing concerts to audiences whenever
possible – most recently in Norwich and Ely Cathedrals with cellist Abel Selaocoe, and in Snape
Maltings – and they have also maintained a consistent digital presence. A 2020 Royal Albert Hall Prom
with Anoushka Shankar on BBC Four was followed by three streamed concerts from the Barbican, with
Bryn Terfel, Shabaka Hutchings and Thomas Adés, and a streamed performance from Saffron Hall of
Bach’s St John Passion reached tens of thousands around Easter.
Engagement with a range communities in the East of England is increasingly important for Britten
Sinfonia, whether a schools concert in Peterborough, a prison workshop or a project for dementia
patients. The orchestra’s admired professional development programme for composers, Opus, has
been re-launched this year with two separate programmes, Opus 1 and Magnum Opus. Whether such
grassroots engagement with composers, or high-profile premieres from the likes of Ades or MacMillan,
Britten Sinfonia’s commitment to new music is central: over 200 works have been commissioned or
premiered since 1992, and many more will follow.

As Administrative & Fundraising Assistant, you will work directly with the Development Director in
mostly database and administrative functions that support all fundraising channels, namely: Public
Funders (particularly Arts Council England), Trusts & Foundations, Individuals, and Corporates. You will
also periodically be involved in donor facing functions, notably at concerts, donor receptions and other
donor events.
Finally, your role will include supporting our Board of Trustees in areas such as planning meetings and
collating Board papers. You will also carry out these functions for the Development Committee group as
well as attend quarterly meetings (usually with the CEO and Development Director).

JOB DESCRIPTION - RESPONSIBILITIES
Your role will encompass include, but not be limited to:
•
•
•
•
•
•
•
•
•
•
•
•
•

Managing and updating our donor management software (Raisers Edge).
Drafting donor correspondence.
Updating the donor pages of our website and its interface with Raisers Edge.
Taking responsibility for maintaining excellent donor records, and ensuring all stakeholders are
credited in programmes and other print as required.
Processing donor payments and relevant correspondence
Managing guest lists and correspondence for events
Administering our Musically Gifted programme: a crowd funding platform for commissioning new
music.
Researching and writing newsletters.
Managing the administration of donor tickets to concerts and events.
Researching donor prospects, particularly Trusts & Foundations and grant giving organisations.
Supporting the Development Director in drafting grant reports
Monitoring and managing emails in our dedicated fundraising email accounts.
You will also support the orchestra’s Board of Trustees and Development Committee, compiling
meeting documents, minuting Development Committee meetings, and coordinating meeting
schedules.

PERSONAL SPECIFICATION
QUALIFICATIONS AND EDUCATION REQUIREMENTS
•
•

Candidates preferably educated to degree level, but not an essential requirement.
As part of a commitment to professional development, the post holder will be able to access a
range of professional development opportunities.

RELEVANT EXPERIENCE
•
•

We are looking for someone who primarily has experience in administrative support functions,
expecially someone who is IT literate and able to run the back-office systems that support our
fundraising efforts.
Previous experience of working in fundraising, and preferably in the arts sector, is desirable, though
not essential

SPECIAL ATTRIBUTES – DESIRABLE
•
•
•

Knowledge of CRM databases (ideally Raisers Edge) and website management preferable.
Basic financial/budgeting knowledge.
An interest in the arts

PERSONAL SKILL LEVEL – ESSENTIAL
•
•

Competence in Microsoft Office, especially Word, Outlook and Excel.
Excellent orgainsational skills and attention to detail

Conditions of the post
SALARY

circa £20,000 per annum (pro-rata) paid by BACS on the 25th of each month

POSITION TYPE

Part-time (2.5 to 3 days per week equivalent): We are happy to discuss a flexible arrangement for this
part-time role (for example spreading three days across four or five days to suit an applicant’s personal
circumstances).

WORKING STRUCTURE

We operate a hybrid working model. We would expect the post holder to be in our Cambridge office at
least one day a week (more if the candidate chooses), with the other days working from home.

STAFF APPRAISALS

Staff appraisals take place each year in March allowing the opportunity to reflect on progress over
the past year, and set goals for the future. Regular 1:1s with line managers are scheduled, with
opportunities to grow and develop within both the role and organisation.

MAIN CONDITIONS
•
•
•
•
•
•

Out of hours work: evening and weekend work will be required at times, especially when we are
hosting donor events and for concert support. For out of hours work we operate a Time-Off-In-Lieu
(TOIL) policy
Leave: The holiday entitlement is 25 days (pro-rata) plus all public holidays
Pension: Britten Sinfonia provides a contributory pension scheme, details of which can be provided
to shortlisted candidates.
References: The appointment is subject to the receipt of satisfactory references.
Probation: There will be a probationary period of 6 months
Expenses: Legitimate and reasonable expenses incurred during, and arising from, Britten Sinfonia
business will be reimbursed against receipts and following authorisation by your line manager.

The selection process
APPLYING
In order to apply, please complete and submit an application form (downloadable from
www.brittensinfonia.com/vacancies).
Please read Britten Sinfonia’s Equality and Diversity Policy before submitting your application.
Applications should be returned by 5.30pm on Friday 20 May 2022 via email to
recruitment@brittensinfonia.com

INTERVIEWS
Interviews will be held in the two weeks following the application deadline. Our preference is to conduct
interviews in person, but Zoom interviews will be considered if necessary.
Reasonable interview expenses will be paid in relation to the in-person interview process; candidates
are expected to use the least expensive practical means of transport. In the event of a candidate being
offered the post and not accepting the appointment, expenses will not be paid.

Equal Opportunities
Britten Sinfonia is committed to a policy to promote equal opportunities in matters relating to
employment regardless of gender, marital status, religion, sexual orientation, race, colour, nationality,
national or ethnic origins, age or disability. The full policy can be viewed on Britten Sinfonia’s website.

Diversity & Inclusivity
Britten Sinfonia is committed to providing employment opportunities to people of all backgrounds
and we are particularly keen to hear from those of Black, Asian, other Ethnic Minority and mixed racial
heritage, those who identify as LGBTQIA+, applicants who identify as disabled, and applicants from
less-advantaged socio-economic backgrounds.
Britten Sinfonia requires all its staff, associates, and partners to commit to the principles of fair access,
and we provide training focused on equality, diversity, and inclusivity to ensure a balanced accessible
workplace environment.

Further Information
For further information or to clarify any points relating to this appointment, please contact 01223
300795 or email recruitment@brittensinfonia.com.

