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Job Description
	Job Title
	Partnerships Officer

	Location
	Glasgow, with the requirement to spend time away from base while the company is touring.

	Team
	Advancement

	Key Relationships

	Reports to:
	Director of Partnerships

	Direct Reports:
	n/a

	Key relationships:
	A key member of the Advancement team
Working closely with the Director of Partnerships, Senior Partnerships Manager, Administration Officer and wider Advancement team.
Requires the ability to build long term, well managed relationships with Partners and Corporate Members.


	Purpose

	
As a key contributor within the Advancement team, the Partnerships Officer assists with leads and building relationships in order to meet strategic income targets and ensure the success of Scottish Ballet’s creative mission and ambition.  
Personal success will be measured through exemplary relationship management, the delivery of exceptional benefits across a portfolio of corporate partners and contributing to revenue growth.
The role is responsible is for the day-to-day management and development of the corporate membership scheme.










Responsibilities 
· To manage a portfolio of corporate relationships to the highest standards
· To contribute towards annual fundraising targets and play a role in corporate revenue generation
· To support the wider Partnerships team with creation of compelling proposals and detailed reporting
· To manage day to day delivery and growth of Scottish Ballet’s corporate membership scheme

Key Functions
· Ensure all corporate communications and sponsor relations are well managed and maintain the profile of Scottish Ballet as an innovative and commercially attractive brand partner 
· Manage a portfolio of sponsorship contracts and day-to-day management of corporate memberships
· Ensure current sponsor data, income and reporting is up to date on Tessitura
· Work with DofP and SPM to provide thorough and regular reporting (evaluation / monitoring) to partners on the projects they support 
· Attend corporate hospitality nights in theatres and other events for the purpose of developing relationships and overseeing delivery of stakeholder benefits
· Work closely with the DofP and Senior Partnerships Manager to deliver high level events involving corporate partners ensuring exemplary delivery of invitations, guest lists, catering and collaborative working 
· Maintain positive and beneficial relationships with Scottish Ballet colleagues
· Liaise regularly with Finance to maintain accurate financial and reporting records and ensuring that partnerships income and expenditure is constantly monitored.
· Other duties as consistent with this Job Description or as directed by the Director of Partnerships or Executive Director

Desirable Qualifications & Experience
· Experience of working with corporate partners in a fundraising environment, and managing relationships to achieve annual targets
· Experience in event management with strong networking skills alongside the ability to represent Scottish Ballet at events and stakeholder meetings 
· Ability to put together high quality pitch proposals and reports, with accurate and relevant information for all reporting requirements 
· Highly organised
· Experience of fundraising database or CRM system (Tessitura)
· Attention to detail

General Characteristics
· Excellent relationship management and communications skills
· Ability to work well under pressure, and a capable multitasker
· Excellent writing and reporting skills
· Outgoing personality and can-do attitude
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