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JOB DESCRIPTION

Job title: 	Development Assistant Internship
Salary:	£15,000 (full-time equivalent £25,00)
Hours:	Part-time, 12 month contract. 
22.5 hours / 3 days per week. 


Introduction

The Holburne is one of the UK’s leading regional art museums. In addition to memorable collection displays, the museum presents a programme of critically acclaimed temporary exhibitions, setting the art of the past in dialogue with contemporary practice in exciting ways. Its vision – to make the Holburne an open, welcoming, inspiring and empowering space for everyone – is also delivered through a programme of creative learning events for all ages.
The museum is committed to diversifying its workforce along with its audiences and programmes. We also pride ourselves on being a training ground for new talent.
Our new Development Assistant will play a key role supporting our Development Department, which is responsible for generating over a third of the Holburne’s annual income, fostering excellent relationships with our network of members, patrons and donors who support the work of the Museum.

Role Summary
This is an exciting opportunity to join a small, energetic and enthusiastic team at the Holburne.
We are looking to recruit a Development Assistant as a one year paid intern, who will work closely with the team to plan and deliver our events programme for patrons and members, including private views, trips and tours.
It offers an ideal introduction to working in museums, building a range of skills and experience which would support a future career path in events management, marketing or fundraising. 

ROLE DESCRIPTION

Events
· Help to organise our Private Views, liaising with colleagues across the museum to gather guest lists, confirm catering requirements and ensure the events are well run to our high standards.
· Support the Development team to research and plan a programme of Patrons trips, and the Summer and Christmas parties.
· Liaise with suppliers (such as caterers, musicians or bus companies) to gather quotations, ensuring value for money and quality of service.
· Manage guest lists (logging RSVP’s and dietary requirements) and provide accurate itineraries for staff and participants.

Individual Giving & Membership
· Provide excellent administration of Holburne members’ scheme, monitoring the Friends’ inbox, responding to queries, ensuring efficient renewal processes and accurate handling of membership data.
· Respond to members with courteous professionalism at all times. 

Data Management & CRM

· Use the CRM to extract data and financial reports for research and analysis.
· Create customer lists for mailings and events.

Marketing
· Create invitations and flyers for our events using our branded templates.
· Support the Marketing team with the planning and delivery of membership publicity and e-newsletters.

Administration 
· Support the team through additional duties as reasonably required to assist the smooth and efficient running the Museum and maximise the impact of the fundraising function.

PERSON SPECIFICATION
This is an entry level role and more than formal qualifications, we are looking for a friendly, flexible and versatile team member with ambitious attitude. Ideally you will have an interest in developing a career in fundraising, event planning or marketing in the arts.
We are looking for:
· A team-player with a collaborative and adaptable approach, who remains calm under pressure.

· Someone who is good with people, at all levels – you will regularly work with colleagues across the museum, our team of volunteers, and help to welcome patrons to our events.

· Strong organisational skills, with the ability to prioritise a busy workload and work on several projects at the same time.

· Someone who is comfortable using spreadsheets to organise financial data and generate reports, with an excellent eye for detail.

[bookmark: _Hlk233627421]The role will occasionally require evening or extended working hours, in return for time off in lieu. 
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