
APPLICATION PACK
DEVELOPMENT ASSISTANT (TRUSTS & FOUNDATIONS)
0.5 FTE / 17.5 HOURS PW



CREATE BELIEVES 
IN THE POWER 
OF THE CREATIVE 
ARTS TO PROMOTE 
INCLUSION, 
EMPOWER LIVES 
AND INCREASE 
ACCEPTANCE. 



Create is the UK’s leading charity empowering lives, reducing isolation and enhancing wellbeing 

through the creative arts. Our focus is on engaging participants in inspiring, sustainable arts 

programmes in areas where provision is poor and engagement in the arts is therefore low. 

We know that unleashing creativity ignites imaginations, develops confidence and builds 

relationships. Like setting off a firework, our professional artists light the touch paper and our 

participants discover new found self-belief and a desire to try more, do more and be more.

We design and deliver creative arts workshops to engage people who don’t normally get the 

chance to be creative. More than 65 projects each year bring the most vulnerable children or 

adults together, tackling isolation and loneliness, building skills and promoting wellbeing. Visual 

art workshops enable young people with serious mental illness to express their feelings and 

emotions; creative writing projects give homeless adults a voice with which to tell their own 

stories; dance workshops provide isolated young carers with the freedom to make new friends; 

and music enables vulnerable older people to bond over shared memories.

This is a hugely exciting time to join Create as we aim to double our reach and income over the 

next seven years, and continue expanding our work in the North West.

JOIN OUR TEAM

Lord Mayor’s Show 2018



To ensure we reach participants in areas of greatest need, we prioritise partner organisations 
that receive little or no provision from other arts providers. We select these using poverty 
indices and government statistics on areas of deprivation alongside data including: disability; 
pupil premium/entitlement to free school meals; and use of English as an additional language.

OUR SEVEN KEY GROUPS
• Disabled children and adults

• Young patients

• Young and adult carers

• Vulnerable older people

• Young and adult prisoners

• Schoolchildren in areas of deprivation

• Marginalised children and adults 
(including homeless adults, LGBTIQ+ 
young people, refugees)

CREATIVITY:REVEALED
Making it Matter found that the creative  
workshops left the participants with 

LASTING MEMORIES of their experience. 

Participants described REKINDLED 

CREATIVITY and INCREASED CONFIDENCE. 
The final sharing of work allowed family 
members to witness their loved ones’ 

efforts and fostered a deeper SENSE OF 

63.5% 
participants who are aged 0-18

21.5% 
participants who are aged 60+

40.5%
participants of colour

48.5%
participants who are 

entitled to free school meals

England average 20.8%

37.4%
participants who are 

disabled / have special educational needs

During 2021/22, we worked with

WHO WE WORK WITH



CREATIVITY IS 
INTEGRAL TO YOUR 
PHYSICAL AND 
MENTAL WELLBEING. 
IT ENRICHES AND 
NOURISHES YOUR 
SOUL.

WE SHOULD ALL HAVE 
SOME EXPOSURE TO 
CREATIVE ACTIVITY. 
SUPPORTING 
ORGANISATIONS LIKE 
CREATE IN HELPING 
TO GET THE BEST OUT 
OF PEOPLE IS A WAY 
OF DOING THAT.

CREATE GIVES ME A 
BREAK AND ALLOWS ME 
TO SEE THE POSITIVES 
IN MY CARING ROLE AND 
THE POSITIVES IN LIFE. 
THE WORKSHOPS GIVE 
YOU A COUPLE OF HOURS 
NOT TO HAVE THE STRESS 
OF CARING AND JUST BE 
A KID AGAIN.

CREATE IS A SMALL 
CHARITY WITH A BIG 
HEART AND FIERCE 
AMBITION TO SUPPORT, 
TOUCH AND CHANGE THE 
LIVES OF THOUSANDS 
OF VULNERABLE PEOPLE 
THROUGH THE POWER 
OF THE CREATIVE ARTS. 
AND IT DOES THIS 
BRILLIANTLY.

Peter Estlin, 691st Lord Mayor of the City of 
London

Create Participant

Create Participant

Nicola Brentnall, ex-Director, The Queen’s Trust



DIGITAL SPACE
Our fast-growing social media 
presence includes:

1,880
Instagram followers

548
LinkedIn followers

1,294
Facebook followers

4,642
Twitter followers

55% Trusts / Foundations

13% Corporates

12% Individuals

11% Events / Community

9% Other

CREATE IN NUMBERS

40,172
participants have taken 
part in our projects 
since 2003

11,076
workshops have taken 
place since 2003

317,504
hours of contact 
with participants in 
2020/21

146
professional artists 
worked for Create 
since 2003

INCOME IN 2021/22



inspired:arts performance at Sadler’s Wells in partnership 
with Create Patron, Sir Matthew Bourne OBE



THE ROLE
SUMMARY OF POSITION
The Development (Fundraising) Assistant (Trusts & Foundations) provides administrative, 
bid-writing and stewardship support to the Trusts and Foundations (T/F) Development 
team. This is a new position for the charity, which has seen its fundraising increase 
significantly in recent years, as Create fulfils its ambitious plans to double its reach by its 
25th anniversary in 2028. 

The T/F team is responsible for securing 50% of the charity’s income, managing an 
extensive portfolio of current funders, approaching a well-researched pipeline of 
potential funders, and researching prospects. The successful candidate will have a 
demonstrable interest in / commitment to the transformative power of the creative 
arts within community settings, with exceptional written and verbal communication, 
organisational and IT skills, and meticulous attention to detail.  

PRIMARY OBJECTIVES
To generate income for Create through the implementation of our T/F strategy to agreed 
targets. This will involve administrative tasks, research of new funding opportunities, 
assisting with the writing of funding bids, stewardship (ie: looking after funders) and 
reporting on previous grants.

TERMS AND CONDITIONS
• This is a part-time role (0.5 FTE ~ 17.5 hours pw) with flexibility around working 

pattern.
• Salary: £22,000-£23,000 per annum pro rata dependent on experience.
• 28 days holiday including eight Public Holidays pro rata.
• Create’s office is based in the City of London. Hybrid working is available for this role.
• Standard office hours are 9.30am-5.30pm, Monday to Friday with an hour for lunch. 

Work pattern flexibility is available for this role.
• All staff are required to adhere to Create’s Dress Code.
• All Create personnel are required to have a Disclosure and Barring Service check, 

which Create will carry out upon appointment.
• Occasional travel to projects and events will be required.  



SPECIFIC RESPONSIBILITIES
• Work closely with the Deputy Director of Development and Development Manager 

to achieve fundraising targets and contribute to Create’s T/F and long-term growth 
strategies.

• Lead on T/F prospect research.
• Liaise with funders to sustain strong long-term relationships.
• Assist with the development and writing of compelling bids to T/F, local authorities, 

government departments and other appropriate organisations.
• Ensure that agreed benefits are delivered to the highest standards in line with Create’s 

stewardship programme.
• Prepare funding agreements, eligibility enquiries, and thank you letters.
• Maintain the database of grants and a streamlined system of regular approaches to T/F.
• Engage with colleagues to collate data for funding reports.  
• Data entry to support accurate, clear, timely applications and monitoring reports.
• Maintain donor contacts and activities in the CRM.
• Ensure all written documentation, both external and internal, is produced within 

Create’s house-style.
• Attend meetings with funders and prospects, cultivation events, project days and 

networking events, where appropriate.
• Support T/F Development team to ensure that funding is received in a timely manner.
• Support the T/F Development team with funder invitations and project visits.

Other

• General office duties.
• Any other duties as may be reasonably required by the Chief Executive.

REPORTING LINE
The Development Assistant reports to the Deputy Director of Development (see 
organisational chart below).



PERSON SPECIFICATION 
Essential Qualifications and Experience

• Demonstrable interest in / commitment to the transformative power of the creative 
arts within community settings.

• Minimum of two years’ experience in an administrative role.
• Experience of compelling written and verbal communication in a professional 

capacity.
• Experience of data entry.
• Experience of applying research skills.

Desirable Experience

• Fundraising practice and standards.
• Working as part of a small team within a charity.
• T/F and other fundraising income streams.
• Adobe InDesign & Photoshop. 
• Fundraising databases.
• An understanding of safeguarding data, confidentiality, safe working practices and 

GDPR compliance.

Job specific skills and experience

• Creative, strategic approach to research.
• Exceptional and proven organisational and interpersonal skills.
• Accuracy and meticulous attention to detail.
• Excellent written and verbal communication.
• Ability to work to strict deadlines and remain calm under pressure.
• Ability to work within a small, multi-disciplinary team.
• Ability to prioritise and work to disparate agendas.
• Ability to work on own initiative and independently.
• Excellent numeracy / data analysis skills.
• Motivated to support a successful charity through achieving income targets.
• Enjoyment of building strong internal and external relationships.
• Computer literacy including Word, Excel and CRM/fundraising databases (eg: 

Salesforce).
• An understanding of equal opportunities issues and a commitment to diversity.
• Commitment to Create, its activities and mission.

Create is committed to a policy of equal opportunities embracing diversity in all areas of 
activity and welcomes applications from disabled people and people of all ethnicities.



I HAVE FOUND MY 
VOICE THROUGH 
CREATE’S ARTS 
PROGRAMMES. EVEN 
WHEN I FEEL A BIT OUT 
OF MY DEPTH USING 
NEW TECHNIQUES, 
I STILL FEEL 
COMFORTABLE HERE.

Create participant



ORGANISATIONAL STRUCTURE # - denotes membership 
of the Senior Management 

Board of Trustees

r

Bookkeeper
E

Board of Trustees

Nicky Goulder
Chief Executive #

Patrons

..

Wendy Dempsey

Oli CoxIzzy Branch

#

Nikita Kalhan
Communications 

Assistant

Mike Haydock

Director of 
Communications # 

Rosie Billington
EA to the Chief 

Executive & Office 
Manager

#
#

Megan Shephard
TBC

Flora Lewis-JonesSonia Peart Matt Weir

Hannah Clayden Hannah Conway

Kristian Sakulku

Caroline Dawson

Chair: Eddie 
Donaldson

Project Manager
Project  

Manager
Project ManagerProject Manager

Senior Project 
Manager

Senior Project 
Manager 

Director of Finance & 
Operations #

MANCHESTER HUB

Senior Project 
Manager

Lead Senior 
Project Manager

Project Coordinator
Development  

Assistant

Thisbe Casellini

Jacqueline Kent
Development 

Manager

Deputy Director of 
Development # 

Advisory, 
Communications, 

Creative, 
Development, 

Finance Councils

0.4 FTE

0.5 FTE

Emma Davidson

Interim Director of 
Development # 

Eliza Greenslade
Development 
Administrator

0.71 FTE

Freelance 0.4 FTE 0.94 FTE

0.5 FTE



The deadline for applications is 10am on Monday 13 June 2022.

1st Interviews:  Friday 17 June at Create’s offices

2nd Interviews:  Tuesday 21 June at Create’s offices

To apply, please send a completed application form with a short email providing a telephone 
number where you can be contacted in confidence.

 

Download the application form at createarts.org.uk

 

Completed application forms can be emailed to recruitment@createarts.org.uk 
(please type the job title in the subject field).

No agencies / consultancies.

HOW TO APPLY

https://createarts.org.uk/wp-content/uploads/2022/05/Development-Assistant-App-Form-22May24.docx
https://createarts.org.uk/wp-content/uploads/2022/05/Development-Assistant-App-Form-22May24.docx
mailto:recruitment%40createarts.org.uk%20?subject=


CREATE’S 
PROGRAMMES 
PLAY A VITAL ROLE 
IN DEVELOPING 
KEY SKILLS, LIKE 
CREATIVITY, SO 
THOSE MOST IN NEED 
IMPROVE THEIR LIFE 
CHANCES.

 Nicole Lovett , Director, CSR, Deutsche Bank

FURTHER INFORMATION 

Rosie Billington 
Executive Assistant to Chief Executive
T: 020 7374 8485
E: recruitment@createarts.org.uk

Create 
3rd Floor
14 Austin Friars
London
EC2N 2HE

createarts.org.uk
@createcharity 

Registered charity number 1099733


