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Corporate Partnerships Officer 
Salary: £31,252
Team: Development and Events 
Reporting to: Senior Manager, Corporate Partnerships

1. Job Purpose
This pivotal role in the Museum’s Corporate Partnerships team is an ideal opportunity for someone looking to develop from their first fundraising role or transfer skills from a sales/agency background into Museum fundraising. As a core member of this small, but impactful team, you will hone your skills in securing and delivering corporate sponsorship and memberships, contributing to the shared team financial target, and working closely with other teams and colleagues across the whole of the RMG 

2. Key Responsibilities
· Work with Senior Manager, Corporate Partnerships to agree annual objectives and quarterly agile goals to contribute towards team-wide financial targets 
· Play an active role in developing and delivering the corporate fundraising plan 
· Support the identification and approaches to potential new corporate supporters of the Museum, including drafting proposals and reports as required 
· Support the stewardship and management of corporate supporters 
· Working with Prospect Research and Database Officer to help match Museum projects/activities with potential corporate prospects 
· Responsibility for administrative support and record management including financial administration, contracts/proposals, and core lists 
· Ensuring web content is up to date and updating key performance indicators as required 
· Ensuring correspondence is recorded on the relationship management database (Raisers Edge) and contracts, invoices, and reports etc are filed in the relevant places on relationship management database and/or the record management system (Content Manager) in line with Museum policies 

3. Other Responsibilities:
· Forge excellent working relationships with colleagues across the Museum to stay in touch with the detail of their work and up to date knowledge of activities and projects
· Support with cultivation and stewardship events, representing the Museum at external meetings 
· Be ready to share invoices and agreements with Corporate Fundraisers and Senior Manager for reporting 
· Sustainability – ensure our ways of working meet the Museum's values around sustainability 
· Health and Safety – observe all Health and Safety rules and procedures as laid down and attend all relevant training as required 
· Equality, Diversity, and Inclusion (EDI) – build a departmental culture which values and promotes a positive attitude to Equality, Diversity, and Inclusion 
· Carry out any other duties when required 

4. Essential Criteria
· Excellent administrative skills
· Strong time management skills while working to tight deadlines, with the ability to adapt to changing circumstances and juggle competing priorities effectively
· Excellent communication and ‘customer service’ skills, including a proven ability to interact well and develop strong working relationships with colleagues and supporters alike 
· Meticulous attention to detail 
· Ability to assimilate information well and adopt written house style 
· Good interpersonal skills with the ability to work well in a team, willing to collaborate with colleagues and ‘get stuck in’; self-motivated.
· Strong problem-solving skills and a willingness to share new ideas.

5. Desirable Criteria
· A working knowledge of the fundraising landscape and trends 
· A working knowledge of RE database 
· Appreciation of the role of arts, culture and heritage in society 
· Be prepared to be flexible in meeting the demands of the role, as the role may involve some evening and occasional weekend work 
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