
 

 

 

VACANCY 

MEMBERSHIP AND INDIVIDUAL GIVING MANAGER 
 

Oxford Lieder is seeking a new team member, as part of our exciting and ambitious process of expansion.  
The Membership and Individual Giving Manager will play a key role in Oxford Lieder’s development,  

fostering and maintaining relationships with major donors, helping to formulate 
strategy for general fundraising, and identifying new funding opportunities. 

 
ABOUT US 
 
Oxford Lieder was founded in 2002 to celebrate and rejuvenate classical song. The main focus of our activity is the Oxford Lieder 
Festival, which takes place over two weeks each October. The Festival brings many of the world’s best-known singers and 
pianists to Oxford, as well as showcasing exciting emerging artists. Our dedicated Learning & Participation programme engages 
people of all ages and backgrounds in high-quality creative activity. We aim always to enrich people’s experience of music and 
language, both through fruitful collaborations with other artistic institutions and through a wide-ranging series of study events, 
including talks, study days and symposia. Oxford Lieder was thrilled to win the prestigious Royal Philharmonic Society Award for 
Chamber Music & Song for 2014’s The Schubert Project, the first-ever complete performance of Schubert’s songs and a 
transformational event for Oxford Lieder. The Festival has built on that success and has continued to grow in scope and renown 
since then. The Schumann Project in 2016 featured over 100 events, attracting some 12,000 visitors and widespread press 
attention. For more information, see our website www.oxfordlieder.co.uk. 
 
ABOUT THE JOB 
 
The role of Membership and Individual Giving Manager has been created to help Oxford Lieder at a time of exciting expansion in 
all areas of our work. The Membership and Individual Giving Manager will play a vital role in maintaining and expanding Oxford 
Lieder’s supporter base (the Friends of Oxford Lieder, the Schubert Circle and the Artistic Director’s Circle), fostering 
relationships with key donors and taking a lead on our fundraising strategy as a committed member of the team. He or she will 
be a passionate advocate for Oxford Lieder. It is envisaged that the role will be part time, with some flexibility in hours. 
 
ABOUT YOU 
 
The ideal candidate will be: 

 happy working in a small but dedicated team, working closely with the Director of Administration and Artistic Director as 
well as the Trusts and Foundations Manager and the Membership Administrator 

 able to work from home and ideally be based in or near Oxford, or be happy to travel regularly 

 prepared to work additional hours during the Festival and attend all Membership events throughout the year 

 friendly, enthusiastic, innovative, self-motivated, industrious, and resourceful 
  
The ideal candidate will have: 

 excellent interpersonal skills 

 outstanding communication skills, both spoken and written 

 experience in budget management 

 good attention to detail 

 strong IT skills 

 confidence in handling databases 

 excellent personal organisation and time management 

 experience of working efficiently and effectively on their own  

 some knowledge of classical music, particularly song and opera 
 
Previous fund-raising or sales experience would also be desirable. 
 
APPLICATION 
 
Please send a CV and short covering letter giving reasons why you want the job and why you’d be suited to it, to Taya Smith, 
Director of Administration at taya@oxfordlieder.co.uk by noon on Monday 20 February 2017 or contact us with any queries. 
Interviews will be held in Oxford on Tuesday 28 February 2017.   



 

 
 

JOB DESCRIPTION 

MEMBERSHIP AND INDIVIDUAL GIVING MANAGER 
 
 

POSITION Membership and Individual Giving Manager 
EMPLOYMENT BASIS Part-time, freelance 
FEE From £15,000 dependent on experience 
HOURS An average of 2-3 days per week 
LOCATION Work from home, ideally in or near Oxford 
CONTRACT One-year contract with the option of renewal on a rolling basis 
REPORTS TO The Trustees, Artistic Director, Director of Administration 
PURPOSE To play a key role in Oxford Lieder’s development by managing its fundraising through individual giving 

and sustaining and growing income generation in line with Oxford Lieder’s ambitious future plans 
 

MAIN DUTIES AND RESPONSIBILITIES 

 Work with the Director of Administration, Artistic Director, and Membership Administrator to: 
- develop a 5-year Membership and Fundraising Strategy 
- set ambitious but achievable targets for each year, within the overall Oxford Lieder budget 
- plan and help organise Membership events for donors throughout the year 

 

 Maintain and build relationships with our donors, and identify new individuals who would be excited to see Oxford Lieder 
thrive 
 

 Ensure that our top and potential donors are: 
- well researched, passing on key information to the Artistic Director 
- well looked after and, where appropriate, given the opportunity to meet privately with our Artistic Director  
 

 Contribute new ideas and find new opportunities for fundraising 
 

 Have overall responsibility for reaching new Individual Giving targets 
 

 You will be supported by the Membership Administrator and will work closely with her to ensure that: 
- Membership information on the Oxford Lieder website is kept up-to-date 
- hard and soft files of all Membership information are well-organised 
- data is accurately and thoroughly kept in our database 
- data is well-used to support our fundraising efforts 
- invitations to Membership events are sent in good time and responses acknowledged and logged 

 

 Produce a Membership and Fundraising Report for the Annual Accounts, identifying strengths, weaknesses and areas for 
development in the Fundraising Strategy 
 

 Attend Team and Board meetings as required 
 

 Represent the work of Oxford Lieder at events to members of the public and our donors 
 
 
 
The list of responsibilities is not exhaustive and may be reviewed from time to time by the Trustees. The appointee may be 

required to perform duties outside of this as operationally required and at the discretion of the Board. 

 


