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Job Description – Development Assistant  

 

Salary: £23,000 p/a 

 

Duration of 

contract: 

Permanent contract with 3-month probation period 

Hours: 35 hours a week Mon-Fri with an hour lunch break. Work will sometimes 
be required at evenings and weekends. 
 

Line manager: Development Director (Mali Clements) 

 

Base: Koestler Arts Centre, 168a Du Cane Road, London W12 0TX 

(adjacent to HMP Wormwood Scrubs, near East Acton tube station) 

 

Holidays: 25 days a year pro rata + bank holidays.  
 

Pension: Eligible staff will be auto-enrolled into the charity’s pension scheme, 

with an option to opt out at any time. 

Start date: Applicants will be expected to start as soon as possible after 13th 

November 2019 

 

 

Koestler Arts is the UK’s best-known prison arts charity. Our aims are: 

• To motivate prisoners, secure patients and detainees to take part and achieve in the 
arts, helping them transform their lives. 

• To increase public awareness and understanding of arts by prisoners, secure patients and 
detainees. 

• To be a dynamic, responsive organisation, which achieves excellent quality and value for 
money. 
 

Koestler Arts has been awarding and exhibiting artworks by prisoners, detainees and secure 

patients for over 55 years. Our awards receive more than 7,500 entries a year from over 250 

secure establishments across the UK inspiring prisoners to take part in the arts, work for 

achievement and improve their lives. Our annual exhibition at London’s Southbank Centre 

attracts 20,000+ visitors and shows the public the talent and potential of prisoners and people 

in secure settings. We also deliver pioneering mentoring and employment projects and sell 

artwork.  

We are based outside HM Prison Wormwood Scrubs in West London, where the small team of 

around 15 people co-ordinate and promote the awards scheme, exhibitions, publications, our 

outreach work and sales. This work is underpinned by our fundraising team, who assist the 

Chief Executive in raising around £750,000 each year.  

Koestler Arts is now looking for an organized Development Assistant who is passionate about 

our work to support the Development Director and Chief Executive. Support will include 

assisting and leading on applications and reports to trusts and foundations, maintaining 

communications with individual supporters and administrative tasks when time permits for the 

Chief Executive.  
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Main aim of the post 
 

• To provide fundraising support to the Development Director and Chief Executive 
• To support the delivery of Koestler Arts’ Fundraising Strategy 

 
 
Duties 

 
 

1. To help develop Koestler Arts’ income from individuals and maintain excellent 
relationships with donors, including administration of the “Name a Koestler Award” 
donor scheme. 
 

2. To be responsible for updating and managing the Fundraising database as well as 
supporting the Development Director in generating communications to individual 
supporters and trusts and foundations. 

 
3. To support the Development Director in writing high-quality funding applications and 

reports to trusts, foundations, and private and public sector funding bodies. 

 
4. To research potential sources of funding and contribute to fundraising plans for the 

charity. 
 

5. To maintain comprehensive records of funding e.g. for budget review, monitoring by 
funders, for governance by the Board of Trustees, and for the annual audit of 
accounts. 

 
6. To assist in managing drinks receptions for donors, corporate sponsors and partner 

organisations at Koestler exhibitions, and at all Koestler events to have particular 
responsibility for welcoming donors. 

 
7. To assist with fundraising campaigns including crowdfunding. 

 
8. To assist the Chief Executive and other members of the team as required with 

administrative tasks. 
 

9. To be a pro-active and helpful member of the Koestler team, assisting when needed 
with team-wide tasks and challenges. 

 
10. To participate in training as required, in team meetings and in regular one-to-one 

Support and Supervision meetings with line manager. 
 

11. To comply with the charity’s GDPR, confidentiality, equal opportunities, health and 
safety, and environmental procedures etc. and to help contribute to implementation 
across the charity. 

 
The job description gives an outline of key duties and is not intended to be an exhaustive list. 
The post-holder may be asked to take on other responsibilities as reasonably requested by 
her/his manager from time to time. 
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Person Specification – Development Assistant 
 
Everyone applying for the job will be assessed against the below criteria.   
 
To be invited for interview, you will need to show on the application form how far you meet 
each of the numbered ‘essential’ points, and any of the ‘desirable’ points that are applicable, 
with examples. Please address each point in turn in your Supporting Statement (section 5). 
 
 

Essential Desirable 

  

Qualifications  

1. A levels, or equivalent, or other qualifications that 
are evidence of a thorough secondary level education. 

1b. Further education qualification 
– Degree or HND. 

  

Experience  

2. Experience of carrying out administrative tasks in 
an office environment. 

 

3. Experience of achieving goals collaboratively in a 
team.  

 

4. Experience of taking initiative and seeing a task 
through. 

 

5. Experience of writing copy for a range of audiences 
and purposes. 

 

 6b. First-hand experience of being 
in prison or in another secure 
establishment, and/or of being on 
probation or other community 
sentence, in the last 2 years.   

  

Knowledge  

7. Thorough working knowledge of email, the internet 
and IT packages, including Word and Excel. 

7b. Knowledge of databases and the 
ability to produce and edit 
diagrams, graphs and images. 

8. A good understanding of how to carry out research 
and analyse findings.  

 

9. General knowledge of current issues in the arts and 
criminal justice. 

 

  

Skills and Abilities  

10. Top-quality writing skills – easily able to produce a 
variety of texts that are purposeful, accurate, well-
structured, clear and will engage the intended 
audience.   

 

11. Excellent interpersonal skills – able to 
communicate with a wide range of people face-to-
face and on the telephone, including handling 
complaints. 

 

12. A strong level of numeracy for working with 
budgets and statistics. 
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13. Independent and highly organised in planning own 
workload, meeting deadlines and seeing a task 
through. 

 

14. Ability to see the big picture of an organisation 
and its context. 

 

15. Able to learn new information quickly, to grasp 
the most salient points, and to present them in 
imaginative and accessible ways. 

 

  

Attitudes and Values   

16. Excellent timekeeping and reliability   

17. Outstanding attention to detail  

18. Flexibility and willingness to learn, with a can-do 
attitude to solving problems. 

 

19. Enthusiasm for the aims of Koestler Arts  

20. Interest in fundraising and event management  

21. Energy and stamina.   

22. A strong commitment to equal opportunities   

 
  
 
Actively employing ex-prisoners at Koestler Arts 
 
At Koestler Arts we aim to help ex-prisoners lead more positive lives, and we value the 
contribution that prisoners themselves can make to our work. Our team includes ex-prisoners 
as paid staff and volunteers, and we often have serving prisoners with us on day license for 
work experience.  
 
Having a criminal conviction will not affect your application, and we would value the extra 
insight you could bring – especially if you’ve experienced the arts in prison. We can offer a 
guaranteed interview, with feedback, to anyone who has been in prison or on a community 
sentence in the last 2 years and meets all the ‘essential’ points in the job specification. Make 
sure you give examples of how you meet these points – we need examples for each point to 
count. 
 
If you’re on probation we will however discuss with you how we can reasonably cater for 
probation appointments or other specific needs without affecting your ability to do the job. 
We will still expect from you the same standards as we do from the rest of our staff: a high 
level of commitment, a passion for our work, excellent timekeeping, and a willingness to 
learn. We would discuss with you whether you would like to tell staff and /or others about 
your offending background and a willingness to talk about this where appropriate would be a 
benefit to the Arts. 
 
If you are on probation your application will need one referee to be a probation officer who 
can tell us about your suitability for the role.  
 
We will carry out a DBS check before the successful candidate commences work for us.  
 
 
 
 
If you have any questions about our work, there is more information available on our 
website: www.koestlerarts.org.uk. If you have limited internet access and would like to 
get in touch about the application please write to Development Team, FREEPOST 
KOESTLER ARTS, call 0208 740 0333 or email us at info@koestlerarts.org.uk. 

mailto:info@koestlerarts.org.uk
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Staff Diagram 


