
1 
 

 

JOB DESCRIPTION & PERSON SPECIFICATION 

1.  JOB DETAILS 
 
Job title:   Major Gifts Officer 
Department/faculty:  Development (within the Advancement team) 
Location:  Royal Academy of Music 
Responsible to: Director of Philanthropy, with a dotted line to the head of High 

Value Giving  
Responsible for: Supporting the High Value Giving team, particularly the Deputy 

Principal (Advancement), Director of Philanthropy and Head of High 
Value Giving, to enable them to maximise their effectiveness in 
frontline fundraising  

Contacts:  Professional and teaching staff, Advancement team, students, 
  alumni, current and prospective supporters, senior volunteers 
  including the Academy’s Bicentenary Development Board 
 

2. PURPOSE OF THE JOB 
 

The Major Gifts Officer is a crucial support role within the Development team which, 
combined with Communications, forms the Advancement team at the Academy. The role 
sits within the High Value Giving team, which raises between 40% and 65% of the 
Academy’s fundraising income each year and includes giving from high-net-worth 
individuals, trusts, foundations and other philanthropic organisations.  
 
Reporting to the Director of Philanthropy, and with a dotted line to the Head of 
Philanthropy who leads the High Value Giving team, the Major Gifts Officer will provide 
direct support to the Deputy Principal (Advancement), Director of Philanthropy and Head 
of Philanthropy, working to produce high-value proposals for support, draft high-level 
correspondence, maintain donor and gift records, and support donor meetings and visits. 
They will also perform a coordination role for the High Value Giving team, ensuring that 
key documents, templates, policies and procedures are well-organised and accessible for 
fundraisers to draw on. In a department with a busy schedule of cultivation and 
stewardship events, this role will collaborate with both the Prospect Research team and 
the Events team to coordinate invitations and attendance to events, and to ensure 
database records are consistently updated.    
 
The post holder will play a key role in supporting frontline fundraisers to meet the 
campaign target of £60m. 
 
The post holder will work closely with colleagues across the Development team, but 
particularly the High Value Giving team, to ensure that all frontline fundraisers are 
supported to maximise their effectiveness in fundraising.  
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3. KEY ACCOUNTABILITIES 
 

• Collaborate with the Deputy Principal (Advancement), Director of Philanthropy and 
Head of Philanthropy to prepare bespoke proposals for support that are 
imaginative, compelling, accurate and timely 

• Support the Deputy Principal (Advancement), Director of Philanthropy and Head of 
Philanthropy in all aspects of timely communications with donors and prospects 
that is of the highest quality, in order to optimise relationship management and 
realise potential funding  

• Coordinate and maintain on SharePoint a library of fundraising resources, 
including templates for fundraising proposals and Gift Agreements. and templates 
for key correspondence (eg letters of introduction and thank you letters)  

• Prepare and mail bespoke donor correspondence in coordination with the 
Director of Philanthropy, Head of Philanthropy and Philanthropy Managers 

• Collaborate with the Operations team to coordinate data entry, reporting, and 
tracking in Raisers Edge NXT related to fundraising and compliance, ensuring 
information is organised, updated, and accurate 

• Coordinate the production of new campaign resources, such as printed and digital 
marketing collateral 

• Provide logistical support where required for cultivation and stewardship events, 
including handling donor enquiries and staffing in-person events 

• Conduct research into sector trends or examples that can be drawn on by the 
High Value Giving team  

• Assist with scheduling, coordination and note taking for team meetings 

• Contribute to the realisation of the ambitions and goals of the campaign 

• Adhere to the highest standards of fundraising best practice and ensure that all 
activities comply fully with the relevant Data Protection and any other fundraising 
legislation 

• Travel within London, and occasionally within the UK, to attend meetings and 
events, with some activity outside normal working hours to be expected 

• Carry out any other duties as are within the scope, spirit and purpose of the job, as 
requested by the line manager and Department Director 

 
 

 

4. NATURE & SCOPE 
 
The Royal Academy of Music moves music forward by inspiring successive generations of 

musicians to connect, collaborate and create. We are the meeting point between the 

traditions of the past and the talent of the future, seeking out and supporting the 

musicians today whose music will move the world tomorrow. 

From pre-school to post-doc, our students come here from more than 60 countries. We 

challenge them to find their own voice, take risks and push boundaries. Simon Rattle, 

Felicity Lott, Elton John and Harrison Birtwistle all learnt their craft here. We are excited to 

discover who’s next. 

Every student benefits from a stimulating curriculum and an ambitious range of concerts 

and events. Legendary artists come here not just to perform, but to become mentors, 

friends and musical partners.  
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A world of music comes to us – and we send music back out into the world. As we enter 

our third century, our aim is to shape the future of music by discovering and supporting 

talent wherever it exists.  

Music never stands still – and nor will we. 

Philanthropy plays a significant role in the life of the Academy and supports our mission 

to develop and educate the musicians of tomorrow. The Academy launched a campaign 

in April 2022 to raise £60m for priorities including scholarships, endowed posts, widening 

participation and capital projects. Plans to grow our fundraising programme have the full 

endorsement of the Principal, senior management and Governing Body and in 2021 the 

Bicentenary Development Board of senior volunteers was established to boost the team’s 

fundraising efforts even further.    

1. The Deputy Principal (Advancement) has responsibility for all philanthropic income, 
marketing, alumni and communications. The Development team is led by the Director 
of Philanthropy who reports to the Deputy Principal (Advancement). The Development 
team includes the Deputy Director of Philanthropy, Head of Philanthropy, Senior 
Philanthropy Manager (Trusts and Foundations), two Philanthropy Managers, Senior 
Operations Manager, Information Manager, Data and Gifts Officer, Philanthropy 
Officer, Legacy Manager, Supporter Engagement Manager, Senior Research Manager, 
Prospect Management Coordinator, Major Gifts Officer and a Philanthropy 
Administration Officer. All Development team members work closely with the 
Communications & Marketing Team.  

 

GENERAL: 

• This job description reflects the present requirements of the post.  As duties and 
responsibilities change and develop the job description will be reviewed and be 
subject to amendment in consultation with the post holder. 
 

• The post holder will be expected to carry out any other duties that are within the 
scope, spirit and purpose of the job, as requested by the line manager or Head of 
Department. 

 

• Flexibility will be required by the post holder to attend concerts in the evening on 
some occasions. 

 

• All employees have a duty to comply with the Academy’s published policies and 
procedures, and at all times work within the spirit and scope of the Academy’s Equality 
and Diversity Policy. 

 

• The Academy is committed to safeguarding and promoting the welfare of students 
and expects all staff and volunteers to share this commitment, in line with the Ethics 
and Conduct policy. 
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PERSON SPECIFICATION 

Job Title: Major Gifts Officer      Grade: 4 

 

Department: Development     Date: August 2022 

 

CATEGORY ESSENTIAL DESIRABLE 

 

Skills/knowledge/ 

competencies: 

 

First-rate administrative skills 

 

A very high standard of literacy in English 

with experience of writing compelling and 

persuasive material for a range of internal 

and external readers 

 

Proven ability to provide excellent executive 

support to a Director-level position 

 

Ability to work in a process-oriented way 

with experience of running projects 

 
Outstanding oral communication and 
presentation skills and ability to show 
enthusiasm and communicate fluently about 
the work of the Academy 
 

Meticulous attention to detail and high level 

of accuracy in work produced 

 

Collaborative and supportive team working 

skills 

 

Effective time management, organisation, 
prioritisation and planning skills with the 
ability to work independently with minimum 
supervision, calmly under pressure and to 
meet deadlines 
 

 

Understanding of the power 

of philanthropy to impact 

the arts, culture and higher 

education 

 

Ability to gather and 
communicate complex 
information to a lay 
audience through written 
and verbal proposals, reports 
and presentations 
 

Previous experience of 

working with Raiser’s Edge 

 

Degree of musical 

competence and/or musical 

appreciation 

 

Understanding and interest 

in fundraising trends and 

relevant charity legislation 

 

Knowledge of fundraising in 

an arts, charity or higher 

education environment 
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Strong interpersonal skills and confidence to 

deal with people at every level with tact and 

diplomacy 

 

Excellent IT skills with a methodical and 

consistent approach to recording data (the 

Academy currently uses Microsoft Office, 

Basecamp, Teams, Zoom, SharePoint, 

MONAD, DotDigital and Raiser’s Edge NXT) 

 

Strong numeracy, budgeting, research and 
analytical skills, with experience in 
maintaining financial data 
 

Discretion and diplomacy in dealing with 

confidential information and sensitive issues 

and high profile contacts 

 

Experience: 

 

Experience of writing in a persuasive way, for 

example fundraising cases for support, 

proposals or sales pitches 

 

Experience of systemising manual processes 

to more efficient working practices   

 

Experience of working as a proactive team 

member and adding value to shared team 

pursuits  

 

Experience of planning and prioritising a 

number of projects simultaneously  

 

Experience of supporting events to a high 

standard of efficiency and producing great 

results  

 

Experience gained working 

within an arts-based, Higher 

Education or music related 

organisation 

 

Experience providing 

support to executive-level 

staff or a busy, high-

performing office 

 

Experience of working with a 

budget 

 

Qualifications/ 

Training: 

 
 

 

We have no specific 

qualifications that we are 

looking for, but instead we 

are looking for personal 
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qualities, aptitude and a 

desire to learn on the job.  

 

 

Personal Qualities/ 

Attributes: 

 

Excellent interpersonal skills and ability to 

communicate and work effectively with a 

wide range of individuals and seniority levels 

 

Able to work on own initiative but equally 
enjoy working collaboratively and learning 
from more experienced colleagues, building 
and maintaining productive relationships 
with others  
 

Motivated by a desire to help colleagues 
achieve their deliverables, as well as working 
towards own goals  
 
Practical approach to the tasks in hand and 
ability to work consistently and methodically 
when under pressure and/or facing tight 
deadlines 
 

An articulate and confident manner, 

demonstrating sensitivity and diplomacy in 

order to develop good relationships and 

facilitate giving  

 

Motivated and personally resilient with a 

positive attitude to problem-solving 

 

Credibility as an ambassador for the 

Academy 

 

Commitment to the ethos and purpose of 

department / Academy 

 

 

Passion for and 

commitment to the arts – 

ideally music- and 

education, and the 

transformative power of 

both  
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The Academy will shortlist for interview any candidate who has 

identified a disability and demonstrated that they meet the essential 

criteria listed above.  

 

 

 

 

 

 

 

 


