Trusts & Foundations Officer
Role information, November 2021

The role
The Philharmonia Orchestra is seeking to appoint a dynamic arts fundraiser with a strong background in
administration and an interest in developing their knowledge and expertise in trusts, foundations, and statutory
fundraising. Responsible for the day-to-day management of trusts and foundations submissions, reporting,
stewardship and general administration, this role will support us to:
•
•
•

increase engagement with current funders;
reach new funders;
and, develop exciting new funding proposals.

Our trusts and foundations team manages funding for a range of projects ranging from large Cultural Recovery
Fund bids, to small-scale learning and engagement programmes working with some of our most marginalised
audiences.

Key information
•
•
•
•
•
•

The role is based at our London Southwark head office, with hybrid working
Contract: Full time but we would welcome applicants looking for flexible working
Hours: 9.30 – 17.30, Monday – Friday (35 hours) plus evening and weekend work as required
Reports to: Head of Trusts and Foundations
Pension: the Company will contribute 6% of salary to a qualifying pension scheme
Salary: £23,000

The Philharmonia Orchestra is committed to ensuring equitable opportunities and a welcoming
environment for all those that engage in our work. We strive for a more representative workforce and
encourage applications from under-represented groups in the UK arts workforce, particularly those from
Black, Asian and Ethnic Minority backgrounds, from lower socio-economic statuses, d/Deaf and Disabled
applicants, and those from the LGBTQIA+ community. We are a Real Living Wage employer and a
Disability Confident Employer. If you require any adjustments to apply for this position or attend an
interview, email team@thehrhub.co.uk, with ‘Reasonable Adjustments - Philharmonia’ in the subject line.
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The orchestra
It is an exciting time in the Philharmonia history, as Santtu-Matias Rouvali joins the Orchestra as
Principal Conductor. He is just the sixth person to hold that title since the Orchestra was founded in
1945. On his appointment, he said: “This is the start of a great adventure. The players of the
Philharmonia can do anything: they are enormously talented and show an incredible hunger to create
great performances… we will do great things together.”
Based in London at the Southbank Centre’s Royal Festival Hall, the Philharmonia creates thrilling
performances for a global audience. Through its network of residencies, the Orchestra has a national
footprint, serving communities across England both in performance and through its extensive outreach
and engagement programme.
Founded chiefly as a recording orchestra in 1945, the Philharmonia continues to work in the studio recording movie scores and game soundtracks, and a huge range of classical and commercial projects.
With a truly international presence, the Philharmonia uses the latest digital technology to connect with
audiences beyond the concert hall and are sector leaders in the production of immersive experiences and
online media.
The Philharmonia is a registered charity. It relies on income from a wide range of sources to deliver its
programme, and is proud to be generously supported by Arts Council England.
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Team, Role and responsibilities
Location
• You will be primarily based at our office in Southwark, London SE1. The role will require travel
within London, and to other UK locations. Hybrid working is in place with a mix of working from
home and office-based work through the week. In-person attendance at events will be essential for
this role as you build face to face relationships with our portfolio of donors.
The team
• The Trusts and Foundations Officer role sits within the Development Department and will report
into the Head of Trusts and Foundations. You will work closely with the wider Development team,
particularly for events and other ‘all-hands-on-deck’ moments. You will also liaise with Senior
Management, Board members, and with player members of the orchestra who contribute to the
success of the projects that we fundraise for.
Roles and Responsibilities
• Manage the grants cycle for a number of our funders and develop a portfolio of smaller funders to
manage independently, as well as supporting the Head of Trusts and Foundations to identify, apply
to, and steward relationships with medium and higher grant level Trusts and Foundations
• Working with the Head of Trusts and Foundations to implement a comprehensive funding
strategy to meet both individual and team annual income targets
• Building and maintaining strong relationships with a portfolio of lower value trust and statutory
funders (current and prospective)
• Developing and submitting applications to a range of different funders (current and prospective)
with responsibility for our small grants programme (£10K p.a. gifts or lower)
• Supporting the Head of Trusts and Foundations to develop and grow income from medium and
large funders
• Supporting the Head of Trusts and Foundations to identify new prospects for the funding pipeline
and make new approaches
• Researching trusts and foundations prospects and conducting due diligence for the wider
development team, as required
• Ensuring all grants are promptly and appropriately thanked, recorded and acknowledged
• Managing Arts Council submissions, timelines, internal updates and administration via email and
Grantium (their online portal)
• Providing comprehensive and tailored reports to trust and statutory funders
• Supporting the Head of Trusts and Foundations to develop new, accurately budgeted projects and
‘packages of support’ which contribute to the Development strategy
• Ensuring all communication with supporters and prospective donors is recorded and logged
accurately within on Tessitura and the shared network
• Contributing positively to the Development team, working collaboratively on the development of
robust cases for support, sharing information and ensuring approaches are coordinated effectively
• Adhering to the highest standards of fundraising best practice and ensuring all activities comply
with the relevant data protection and other legislation
• Managing any cultivation events required for trusts, foundations and statutory supporters
• Researching and keeping updated on the forward plan for Philharmonia activity to identify special
cultivation and stewardship opportunities in a timely manner i.e. rehearsals at Abbey Road, Royal
Albert Hall concerts.
• Brief the box office on all required trusts, foundations and statutory tickets for concerts and events
• Supporting the administration and organisation of the Philharmonia Orchestra in Bedford Trust
meetings, including booking venues, any relevant facilities/hospitality, and taking accurate minutes
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Person specification
Essential:
•
Experience of building and maintaining relationships at various levels with organisations and
external stakeholders
•
An understanding of the trusts and foundations grant cycle
•
An ability to use own initiative
•
The ability to switch between varied tasks
•
Confident managing and updating spreadsheets and budgets
•
Team player with a positive approach and ability to undertake initiatives
•
A proactive attitude to contributing to achieving the team’s fundraising target
•
An interest in music and the arts
•
Willingness to work unsocial hours, including evenings and weekends both within London
and the rest of the UK
•
A desire to learn and develop within the role
Desirable:
•
•
•
•
•
•

A minimum of one years’ experience working in a fundraising team or equivalent
Experience of CRM databases/ Tessitura
Experience of working in an arts fundraising team
Exposure to fundraising practice in a donor-facing role
Previous experience working in a trusts and foundations team
Undergraduate degree or equivalent in a writing/research-based discipline

Skills and Abilities:
•
•
•
•
•
•

Excellent organisational skills
Strong attention to detail
The ability to prioritise and work to deadlines
Self-motivated and proactive, capable of working under own initiative.
Excellent communication and presentation skills, both written and oral
Strong competency in the major MS Office software packages

How to apply
To apply, please email your CV and a covering letter to team@thehrhub.couk
with "Philharmonia - Trust & Foundation Officer" in the subject line
Closing Date: Monday 22 November 5pm

Santtu-Matias Rouvali, the Philharmonia’s Principal Conductor from September 2021, conducting the Orchestra
on stage at Southbank Centre’s Royal Festival Hall, London 2019 © Kaupo Kikkas

