
 

Person Specification 
Marketing and Development Manager 
 
You will be a strong communicator who is comfortable talking with a wide range of people including our artists, 
participants, audiences, stakeholders and funders. You will consider yourself a team player who thrives in a 
changing environment. You will be adaptable and someone who naturally offers help to others when the need 
arises. 

There’s a sense of adventure about you and are not fazed by getting stuck into something new. You understand and 
thrive on the need for results and can work to tight deadlines. 

You would describe yourself as entrepreneurial and a digital native – someone who naturally understands the 
digital marketing environment and can use it to great effect. 

You will have an interest in the arts, but it isn’t essential that you come from an arts background. You will have an 
understanding of the not-for-profit world and ideally have some experience of successful fundraising, for example 
with trusts and foundations and/or developing donors however training can be given. We welcome applications from 
a commercial background where you can demonstrate an interest in moving in to the charitable sector. 

 

Category Essential / 
Desirable 

To be assessed by: 
(A) Application  
(I) Interview  
(CV) Curriculum Vitae 
 

Qualifications   

Relevant development, marketing and communications 
qualification at degree level or relevant current professional 
experience 

E A/I/CV 

Evidence of additional training undertaken in development 
marketing and/or communications 

D A/CV 

Experience   

At least two years working in a similar / comparable role E A/CV 

Proven experience of managing press and PR E A/CV 

Proven Digital Marketing experience (including social media e.g. 
Twitter, Facebook, etc.) 

E A/CV 

Experience of working with designers to manage print and web 
development 

E A/I/CV 

Experienced in presenting to clients / major stakeholders / 
potential funders 

E A/CV 

Experience of income generation, fundraising and sponsorship 
development  

D A/CV 

Experience of writing successful funding applications D A/CV 

Experience in the commercial sector D A/I/CV 



 

Experience of financial and budget management D A/I/CV 

Aptitude & Skills   

Strong written and verbal communication E A/I/CV 

Excellent administration skills E A/I/CV 

Strong planning and completer-finisher skills in delivering 
marketing and development both digital and off line – on time and 
on budget 

E A/I/CV 

Able to write and adapt copy for a wide range of formats from the 
website to funding proposals 

E A/CV 

Ability to write reports, bids and manage data E A/I/CV 

Independent, self-starter, able to manage your own workload with 
commitment to delivery of the overall organisational objectives 

E A/I/CV 

Tenacity in seeking results and high representational and 
negotiation skills 

D A/I/CV 

Good project management skills D A/I/CV 

Ability to research, analyse and assess, and to provide options and 
recommendations 

D A/I 

Interest in arts and events promotion D A/I 

Specialist Knowledge   

Advanced ICT skills (word, excel, spreadsheets, databases, 
PowerPoint, graphic design, web technology, social media 

E A/CV 

Knowledge of funding bodies and policy for example trusts and 
foundations and other related public sector agencies 

E A/I/CV 

Knowledge of fundraising best practice, legal obligations and 
regulatory requirements 

E A/I/CV 

Knowledge of arts and charity marketing D A/I/CV 

Good understanding of the UK arts and charity sector D A/I/CV 

Personal Qualities   

Able to build positive, productive relationships with a wide range of 
people 

E I 

Willing to embrace new technologies and ideas E A/I/CV 

Welcoming and assisting attitude towards artists, participants, 
partners and other guests 

E I 

Able to be flexible with a proactive and creative approach to 
problem solving 

E A/I/CV 

Able to work effectively within time constraints and under pressure E A/I/CV 

Personable, friendly and confident team member E I 

Other Requirements   



 

 

 
 
 

 

Affinity with BCA’s mission and charitable objects E I 

Ability to work safely and confidentially via web-based access at 
home 

E I 

Ability to work unsocial hours E I 

Ability to work in a small team E A/I/CV 

Driving Licence D A/I/CV 


