
JOIN OUR TEAM
WORK AT THE ROYAL BALLET SCHOOL



ABOUT US

We are a global organisation with an important mission: to nurture, train and
educate exceptional classical ballet dancers and to set the standard for dance
training worldwide.

As a boarding school, a performing arts organisation and a charity, our team is
varied. Our staff have specialist skills in dance, academics, pastoral care,
healthcare, outreach, marketing, fundraising, and operations - to name a few. 

We look for committed, enthusiastic candidates who demonstrate the skills
and experience we need.

People are the key to our success - we attract, retain, develop and motivate
the best in their fields to share our commitment to providing excellent care
and education for our aspiring dancers and dance teachers.

OUR VALUES
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EXCELLENCE
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OUR FUTURE

ALWAYS
INNOVATING

https://www.royalballetschool.org.uk/2023/01/11/our-values/


Our full-time students are based at White Lodge in
Richmond Park and Upper School in Covent Garden. 

There are two additional boarding houses for
Upper School students in Pimlico and Covent
Garden. We also have offices on Bedford
Street in Covent Garden.

The Royal Ballet School operates in locations
worldwide, including different Associate centres
and venues for Intensive Courses.

Across our sites, there are a total of 280 employees. Wherever they work, our
team respect each other, knowing everyone has a unique part to play in our
organisation’s mission. Our workspaces are friendly, welcoming and inclusive.
Our employees share a passion for the arts in society and for supporting
individuals to reach their full potential. 
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https://www.royalballetschool.org.uk/train/dancer-training/associate-programme/?utm_source=brochure&utm_medium=display&utm_campaign=2023_DEC_ALL_associates&utm_term=associates-general&utm_content=job-pack
https://www.royalballetschool.org.uk/train/dancer-training/intensive-courses/?utm_source=brochure&utm_medium=display&utm_campaign=2023_DEC_ALL_intensive_courses&utm_term=intensive-courses-general&utm_content=job-pack


DEVELOPMENT
EXECUTIVE

(Communications and Events)



SALARY:                                      
£32,000 per annum

APPLICATION CLOSING DATE:
11 July 2025

APPLICATION DETAILS

LOCATION:                                      
Upper School, Covent
Garden and White Lodge,
Richmond Park

HOURS:
35 hours per week

OVERALL PURPOSE OF THE ROLE

As a member of the newly formed Development Team, you will lead on
supporter engagement for the School and its’ Students through effective
fundraising communications and year-round event delivery. You will support
prospect communications, and assure best-in-class stewardship of donors
while enabling delivery of rights and benefits to Centenary sponsors and
partners. 

SUMMARY OF THE ROLE

This role will assist with day-to-day management of Royal Ballet School’s
fundraising work to support retention of recurring income from existing
streams and facilitate the onboarding of new donors. 

Reporting to the Development Operations Manager, the post-holder will assist
with the planning and delivery of a large number of year-round engagement
events through in-house visits and performances, external events and
ticketing management for centenary performances. This role will lead on all
fundraising communications to donor and prospect segments, and oversee
campaign tracking, while relying on accurate data use and record keeping.
The role will also support the administrative processing of ad-hoc Legacy
request donations. 



MAIN DUTIES

Lead on communications for the Team, segmenting prospects and donors,
ensuring they receive regular and tailored emails
Oversee key termly campaigns, sponsor reports and videos, event
invitations and summer performance comms
Use Dot Digital to send communications and securely hold and update
donor contact information
Work closely with the School’s Communications and Marketing department
to advance design and content briefs as required.

FUNDRAISING COMMUNICATIONS:

EVENT PLANNING AND DELIVERY:

Attend annual School calendar planning meeting
Manage delivery of approx. 35+ in-house donor visits to Upper School and
White Lodge all year round
Support the delivery external events for existing donors as well as
cultivation events for prospects
Coordinate performance invitations, attendance and hospitality at Opera
Holland Park, Linbury Theatre, and the Royal Opera House and other third
party venues
Log and track all event invitations, RSVPs and attendance through the CRM
Work closely with the teaching staff to coordinate any activities that are
student-facing.

DONOR DATA STEWARDSHIP:

Support the Donor Relations Team to administrate and deliver benefits to a
portfolio of donors, sponsors and partners
Work alongside Artistic, Academic, and Operational colleagues to ensure
best Donor Experience
Develop skills as an integral member of the Development Team in nurturing
relationships with internal departments and external individual donors and
trustees
Keep accurate contact data and record keeping for the wider team
reporting and monitoring needs. 

LEGACY GIFT ADMINISTRATION:

Administrate Gifts in Wills from Legators working with executors and
families and coordinating timelines for income with the Finance team



Work with the team to build the ‘in memory’ programme for the School’s
Centenary and ensuring subsequent ‘In-Memory’ benefits are delivered. 

GENERAL SUPPORT:

Support the Development Operations Manager and Head of Donor
Relations with the evolving needs of the Development Office, as it seeks to
grow income and impact in 2026 and beyond. 

PERSON SPECIFICATION

ESSENTIAL CRITERIA

Willing to work collaboratively across all functions of the department and
wider School
Daily working knowledge of Windows PC systems and Microsoft Office
programs
Minimum of two years administrative and operational experience
Experience in maintaining and managing a contacts database
Experience of working in a non-profit or charity fundraising environment
Confident and well presented with strong relationship management skills
Ability to present information concisely and effectively, both verbally and
in writing
Good organisational skills with ability to prioritise work to meet tight
deadlines
Numerate with a meticulous attention to detail and able to understand
budgets
Flexible to assist at performances and events falling outside normal
working hours

DESIRABLE CRITERIA

Empathy with and a commitment to the aims and ethos of the School
Previous experience of organising premium events and large functions
A knowledge and appreciation of the arts, particularly dance and ballet
Previous experience of using Access CRM
A good understanding Dot Digital
IoF qualified and/or relevant degree subject



We are committed to creating an environment where all our employees feel
part of our team and can flourish, regardless of their background. We’re proud
to be an inclusive workplace that promotes and values diversity. 

The information detailed here about this role should not be considered
encompassing. Over time, the emphasis of the job may change without
changing the general characterisation of the role or the level of duties and
responsibilities. This information will be periodically reviewed and revised in
consultation with the postholder.

SAFEGUARDING DUTIES AND RESPONSIBILITIES

The School is committed to safeguarding and promoting the welfare of

children and young people and recognises that safeguarding and promoting

the welfare of children is everyone’s responsibility. The School expects all staff

and volunteers to share this commitment to children’s safeguarding and to

share this child-centred approach. This approach means that staff must

consider, at all times, what is in the best interests of the child. Additionally, the

following is expected of all staff: 

To uphold the School’s policies relating to safeguarding and child

protection, behaviour, health and safety and all other relevant policies

To promote and safeguard the welfare of children and young persons for

whom you are responsible and come into contact with 

To report any safeguarding concerns using the relevant channels, such as

informing the Designated Safeguarding Lead, in a timely and appropriate

manner

To ensure full compliance with all statutory regulations, particularly the

most recent Keeping Children Safe in Education, and to communicate

concerns to the Designated Safeguarding Lead, other relevant staff of The

Royal Ballet School or local children’s services as appropriate.



CLICK HERE
TO APPLY

CLICK FOR
ASSISTANCE
WITH YOUR

APPLICATION

CLICK TO
CONTACT US
IF YOU HAVE
QUESTIONS
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