
Job description  

 

 
Job title:  Director of development and communications 
Base:   Farringdon London 
Responsible to: CEO  
Hours: Full time – 37 hours per week with consideration given to candidates who 

wish to work part time or flexibly. 
Salary:   £60,000 depending on skills and experience 

Purpose of the post 
This is a new post created to support delivery of an ambitious strategy aimed at extending the reach of The 
Reading Agency’s programmes. The director of development and communications will create and lead the 
team which will be responsible for developing and delivering a fundraising and communications strategy 
aimed at: securing the investment needed to deliver the targets and ambitions outlined in our business 
plan; communicating and marketing our messages and goals and building stakeholder engagement and 
understanding of the work that we do. 

The Reading Agency 
The Reading Agency is a small dynamic, “think and do” organisation. We believe that everything changes 
when we read. Our mission is to create and deliver innovative reading opportunities which inspire more 
people to read more; encourage them to share their enjoyment of reading with others and celebrate the 
difference that reading makes to all our lives.  Our 2015-18 strategy sets out our ambition to extend the 
reach of our programmes so that we are creating 12 million reading opportunities for children, young 
people and adults;  to make engagement in them the starting point of someone’s “reading journey” and to 
demonstrate the impact they have on those who take part. It is an ambitious growth strategy designed to 
build on our many achievements to date and our recent success in renewing our funding as one of Arts 
Council England’s National Portfolio organisations. It is a strategy which requires investment which is why 
we are creating the new team which this post will establish and lead. 

Context of the job 
 The director of development and communications will work closely with the Chief Executive and 

other members of the Senior Management Team of The Reading Agency  

 The Senior Management Team provides strategy and long term direction for the charity, 
delivered through effective operational management. 

 This post is responsible for fundraising for The Reading Agency to ensure that we can deliver our 
ambitious growth strategy and for communicating our messages to stakeholders and partners.  

 This post reports to the Chief Executive and will deputise for the Chief Executive as appropriate. 
It will also report in to and lead the work of the Development Board. 

Responsibilities 
 Create and oversee delivery of a fundraising strategy for The Reading Agency providing accurate 

forecasts around income generation and securing the annual investment needed to deliver our 
programmes. The Reading Agency’s annual turnover is circa 3 million a year; 

 Lead on prospect identification and research and develop persuasive and innovative proposals, 
case studies and pitches to maximise or secure income from a variety of sources; 

 Work with the CEO, Trustees and others to forge the relationships strategic partnerships and 
marketing initiatives which will secure the investment needed to deliver our plans for growth 
and development; 



 

 

 Establish and manage, with the CEO and Senior Management Team, a Development Board to 
assist with this process; 

 Lead on the development and management of friend and fundraising events designed to 
showcase the work done by the organisation; raise its profile with stakeholders and potential 
funders and help secure investment; 

 Create and oversee delivery of an audience-focused communications and marketing strategy 
which creates a strong brand for The Reading Agency; use this to review and change the way in 
which we market and communicate the work we do with our partners; showcase its impact; 
make the case for investment and identify future need; 

 Build staff understanding of the strategy and skill in supporting its delivery so that we can 
identify new approaches to engaging audiences with our programmes and to encouraging active 
participation through a variety of social media platforms and digital platforms; 

 Do anything else needed by the Chief Executive and the Board appropriate to this role. 

Management responsibility: 
 This post will be heading up a new Directorate for The Reading Agency. It will have an 

instrumental role in creating and shaping the team which will include: fundraising, marketing 
and communications and events management. 

Context of the job 
 Work creatively and collaboratively with colleagues across The Reading Agency according to The 

Reading Agency’s values to ensure that The Reading Agency has the funding in place to continue 
to deliver innovative and high quality reading programmes.  

Person Specification 
 Considerable experience of strategic leadership and business development in the fields of 

fundraising, marketing and communications with a track record of developing and delivering 
fully costed strategic plans for delivery of income targets over both the short and long term; 

 Proven track record of: research/prospect identification; pitching at Chair/Director/ CEO level; 
income generation from a variety of sources (corporate, philanthrophic, trust and foundation) at 
all financial levels; negotiation and account management skills; 

 Good strategic, analytical and evaluative skills, including experience of leading innovative 
approaches and campaigns whilst maintaining the brand and ethos of the organisation; 

 Strong working knowledge and experience of design, brand development and the commercial 
and creative process; 

 Excellent interpersonal, communication, bid writing, reporting and analytical skills with attention 
to detail 

 Experience of leading and managing teams within a constantly evolving organisation. 

 Passionate about reading  with a high sense of personal responsibility for The Reading Agency’s 
work 
 

The Reading Agency is committed to openness and equality of opportunity in every activity, from the way 
we employ staff to the way we deliver services.  It is a central responsibility of board members, managers, 
employees and contractors of The Reading Agency to ensure that every individual with whom we come into 
contact is treated with dignity and respect. 
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