
 

 

 

 

 

Development Officer – Dundee Rep and Scottish Dance Theatre Limited 

Job purpose 

This post supports the Head of Development, handles administration, maintains key internal and external 

relationships, and ultimately helps achieve significant fundraising targets for Dundee Rep and Scottish Dance Theatre 

Limited. 

Key responsibilities: 

 We are looking for a Development Officer who can “hit the ground running” and be able to pick up on-going 

projects, whilst also working on new initiatives. 

 Working in a small team, you will raise funds for the Organisation through a variety of revenue streams, from 

applications to trusts and foundations to securing and maintaining individual and corporate support. 

 As a highly-organised individual, you will manage the Development database of contacts, funders and 

potential supporters and help maximize the opportunities you help identify from the data held on our Spektrix 

database.  

We are looking for someone who has: 

 At least two years’ experience in fundraising, across a wide range of fundraising activities, with experience of 

writing proposals and/ or working on grant submissions.  

 Excellent project planning skills. 

 Good IT skills. Database/ CRM experience an advantage although training can be provided. 

 Experience of working with corporate clients and/or individual supporters. 

 Excellent verbal and written communication skills, with the ability to communicate with a range of internal 

and external stakeholders. 

 A “can do” attitude and a flexible approach to working. 

Key relationships: 

Internal 

 As a member of the Development team, the post-holder will have contact with everyone within the 

Organisation. 

 

Key relationships 

 Head of Development 

 Joint Chief Executives  

 Artistic and Production teams 

 Box Office & Visitor Services  

 Programme and Production Team 

 Learning and Engagement teams 

 Finance & Human Resources 

 Marketing and Communications  

External  



 Prospective and current funders (including trusts and foundations) 

 Individual Supporters 

 IT Desktop/user support contractors 

 

Capability profile: 

Qualifications 

Qualified to Degree level or equivalent. 

Experience 

With a minimum of two years’ fundraising administration experience working to senior level, preferably with a sound 

knowledge of fundraising, IT systems, and event management. 

 

Practical skills 

Essential 

 

 Excellent IT skills, including Windows-based packages, Outlook and Excel, and able to demonstrate and 

ability to learn new systems effectively and efficiently. 

 Excellent communication and interpersonal skills. 

 Excellent diary management and organisational skills. 

 

This list of responsibilities is not exhaustive and the Development Officer may be required to perform additional 

duties as required by the Head of Development, the Joint Chief Executives or the Board of Directors. 

 

Desirable 

 Experience of using a database (Dundee Rep and Scottish Dance Theatre Limited use Spektrix)  

 Arts sector knowledge. 

 

Disposition/ attitude 

Essential 

 A positive and proactive approach. 

 Ability and willingness to work as a member of a team and to own initiative. 

 Willingness to share skills and experience. 

 Willingness to learn. 

 Extremely thorough, accurate and able to work under pressure and to tight deadlines. 

 Flexibility around working hours. 

 Ability to maintain confidentiality. 

  



Additional information: 

 General terms and conditions 

 Contract: Permanent 

 Hours: 37.5 hours per week 

 Salary: £19,000 - £22,000 per annum, depending on experience. 

 Holiday allowance: 29 days holiday each year, including public holidays recognised by the Organisation. 

 Probationary period: Three months 

 Notice period: One week during probationary period and two months thereafter. 

 

Deadline for applications:  

To apply, please email your CV and Cover Letter to HMackintosh@dundeerep.co.uk by  

Tuesday 16 July at 5pm. 

 

About Dundee Rep and Scottish Dance Theatre Limited 

Dundee Rep and Scottish Dance Theatre Limited sits at the cultural heart of Scotland and the City of Dundee.  

Founded in 1939, the Rep is a centre of creative energy, a space for engagement with a wide range of art forms, whilst 

also playing a lead role in arts education and engagement across the city and beyond. Proud of its Scottish roots, the 

Company looks outwards, creating and delivering work for a local audience, as well as on a national and international 

scale, for and with a diverse audience.  

Dundee Rep Ensemble was established in 1999 with the mission of bringing together a permanent full-time company 

of actors, the only company of its kind in Scotland. Dundee Rep Ensemble has created a number of award-winning 

productions, made in Dundee that has toured nationally and internationally; establishing a reputation as one of the 

UK’s foremost theatre companies. 

Scottish Dance Theatre, Scotland’s principal contemporary dance company and research engine for dance was created 

in 1986 as the Dundee Rep Dance Company. Pioneering new ways to create and distribute dance across all scales, the 

company commissions work by pre-eminent artists in many fields whose practice is outstanding and assured in its 

relationship with audiences.  
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