Southbank Sinfonia 

DEVELOPMENT DEPARTMENT INTERN PROGRAMME

SbS Aim

The primary aim of Southbank Sinfonia is to ensure that the most talented and promising players, destined to be the future caretakers of Britain's strong orchestral tradition, are not lost from the profession in the difficult period immediately following their time at music college.

SbS Development

Southbank Sinfonia currently raises over £600,000 a year from the private sector, with plans to substantially increase income over the next three years. The objective of the Development Department is to generate this income from corporate sponsorship, individual donations and membership schemes, trusts and foundations.   

Reporting to: Development Director & Development Manager 
Duration: 6 months, minimum of four days per week.  This is a voluntary position and SbS will pay reasonable travel and lunch expenses. 

Deadline for applications: Wednesday 22 September 2010 at 6.00pm. 

Interviews: Tuesday 5 October 2010  

Experience will be gained in the following areas:

Administration of the Friends and Adopt a Player scheme, including:

· Renewal of subscriptions 

· Processing membership payments

· Assisting with Friends open rehearsals and events

· Members mailings

· Manage ticket enquiries for the Adopt a Player scheme

· Dealing with any telephone enquiries from Friends

· Assisting with drinks at Rush Hour concerts
Planning and administration of fundraising events, including:

· Managing guest lists

· Working with high profile guests

· Researching and booking suppliers

· Working with external venues

· Compiling information for fundraising concert programmes

· Attending events on occasion

Administration of sponsorship work, including:

· Using the fundraising database

· Assisting with the administration of the Gift Aid programme

· Researching prospective donors, sponsors and trusts

· Liaising with marketing department to distribute relevant material at SbS concerts

· Attending SbS concerts
General
· Assisting with other department activities on an ad hoc basis and any other duties as reasonably requested by the Development Director or CEO

Requirements:

· Excellent communication skills

· Confident, polite and friendly manner

· Ability to manage a busy workload

· Flexible – prepared to help out with other department tasks where necessary

· Good attention to detail and excellent organisational skills

Desirable:

· Possess a degree, and/or work experience gained in the arts or voluntary sectors

How to Apply:

Applications should include 

· A comprehensive CV giving details, where appropriate, of relevant achievements in recent posts/education

· A covering letter discussing your suitability for the role

· Details of your availability (start and end date)

· Details of two referees, one of whom should be your current or most recent employer/tutor.  We will only take up references if you are offered the position

· Daytime and evening telephone/email contact details.  These will be used with discretion 

If you have any questions regarding the internship please contact Stuart Angel on 020 7921 0377 or stuart@southbanksinfonia.co.uk 

Please email your completed application to  jan@southbanksinfonia.co.uk 
Closing date: Wednesday 22 September 2010 at 6.00pm.
