
Administrator Job Pack 

Development Director



Hay Festival is one of the worlds’ leading art and literature festivals, binging readers 
and writers together to share stories and ideas in events live and online.  The 
festivals inspire, examine and entertain globally, inviting participants to imagine the 
world as it is and as it might be. 

Writers, artists, scientists, historians and musicians take part in the Festival’s global 
conversation, sharing the latest thinking in the arts and sciences with audiences 
across the world.  A wide programme of education and outreach work runs 
alongside all of the festival’s events, engaging young people and communities and 
supporting generations of new writers. 

The festival reaches a global audience of millions each year and continues to grow 
and innovate, building partnerships and initiatives alongside some of the leading 
bodies in the arts and media. 



Development Director - Job Summary 

The Development Director oversees all areas of fundraising and 
major sponsorship for Hay Festival and is key in helping shape the 
future of the organisation. 

Reporting to the CEO they will secure and maintain varied and 
substantial income streams, from public, private and corporate 
sources, in line with agreed targets which will ensure the festival’s 
future growth and sustainability. 



Main Duties

Senior Leadership

• As a member of the Executive Team, you will work closely with the CEO, 
Board of Trustees and others in developing and delivering the Festival’s 
fundraising strategy and business plan to maximise fundraising income from 
individuals, trusts and foundations and corporate sponsors and statutory 
sources.

• You will help provide leadership for the organisation that is collaborative, 
inspiring and purpose driven.

• The Development Director line manages the Fundraising and Sponsorship 
Manager Officer and Sponsorship Officer.

Fundraising

• To have lead responsibility for fundraising and sponsorship for Hay Festival 
in the UK, and where appropriate to work with the International Director 
on global fundraising opportunities and sponsorships.

• Review and evaluate existing fundraising activities and in consultation with 
colleagues, produce and implement a comprehensive fundraising plan, 
achieving an appropriate balance of ambition and realism.

• Ensure funders and sponsors requirements are met at all festival venues 
at Hay Festival Wales



• To devise, develop and deliver fundraising strategies and activities to
maximise income from existing sources, establish new income 
streams, and provide a longer-term strategic approach to sustainable 
income growth, including but not limited to: 

- Public funders / Trusts and Foundations / Major Corporate Sponsors
Individual giving / Benefactors and Patrons / Legacie s/ Friends

• Carry out extensive research into potential new sources of 
funding, and to keep abreast of current fundraising policy and 
practices across the sector.

• Take the lead in establishing strong relationships with a personal 
portfolio of individual major donors, developing an inspiring and 
practical programme of initiatives to cultivate and grow support.

• Monitor, evaluate and develop current giving tiers and put in place 
strategies for continued growth in numbers and also increased 
giving by individual members at all levels. 

• Research and develop sponsorship packages and legacy 
opportunities.

• Write and compile reports to funders and sponsors as required by 
contractual agreements. 



• Provide ongoing reports to the CEO and the Executive Team on fundraising 
income, goals and initiatives consistent with Hay Festival’s short and long-term 
financial objectives.

Marketing and Communications  

• Work with the Communications Director to establish parameters of 
communication for each sponsorship and funding relationship, and to establish 
project deliverable results and metrics for sponsors and funders in each 
relationship.

• Work with colleagues in the financial and communications departments to 
produce management and business reports, and create fundraising collateral 
for print, mailing programme, newsletters, websites and other media.

• Maintain open lines of communication with other key internal stakeholders 
(Exec Team, Comms and Marketing, Programming, Production, Sales and 
Finance,) to ensure colleagues have a clear understanding of fundraising 
activity and its importance to the organisation. 

• Manage the delivery of cultivation events for high level donors, these may 
include dinners, receptions, one on one  and overseas trips.

• Act as an ambassador for Hay Festival, undertaking public and media 
presentations, attend conferences and events, decision-making and lobbying 
forums as appropriate.  



Other responsibilities

• Responding to general enquiries by email or telephone, manage own 
workload and maintain an online diary, using the festivals agreed systems.

• Maintain accurate records and to input Hay Festival management systems.
• Creating and maintaining professional relationships with funders, sponsors, 

and partners ensuring that enquiries are dealt with promptly, accurately 
and willingly.

• Creating and maintaining professional relationships with other members of 
staff 

• To promote and comply with current legislation including Hay Festival 
policies on Equality and Diversity and Health & Safety, Safeguarding, in the 
delivery of services and the treatment of others.

• Adhere to HFF Financial Regulations
• Uphold the HFF brand and reputation at all times 
• Observing organisational practices, administrative procedures, internal 

communications, staff training and development. 
• Undertake other duties as requested.



Person Specification 

The Development Director will be a self-motivated target driven individual who 
has  a strong understanding of the funding landscape across the UK, in particular 
the arts and wider cultural landscape.. 

Essential

• A track record of successful fundraising experience in a broad range of 
funding areas including public, trusts and foundations, corporate sponsors 
and individuals.

• Good networks across the cultural community and corporate environment, 
with the ability to motivate, influence and negotiate effectively.

• Excellent interpersonal, oral, and writing skills with the ability to make direct 
solicitations to potential supporters.

• Experience of developing, implementing and evaluating a fundraising strategy.
• Creative thinking and problem-solving skills and the ability to cultivate 

relationships. between a funders objectives and Hay Festival’s mission and 
aims.

• Highly effective administrative and organisational skills including the ability to 
prioritise and meet deadlines.



• Understanding of best practice in fundraising standards.
• Effective researcher of potential sources of funding.
• Experience of managing, motivating and coaching staff  
• Proficient with Microsoft Office Suite.

Desirable 

• Experience of fundraising within the arts and cultural sector 
• Proven experience in a charitable environment. 
• Understanding of tax-effective giving
• Welsh speaker 



Location: Hay Festival offices, The Drill Hall, 
25 Lion Street, Hay on Wye, HR3 5AD

Type of contract: Permanent 

Reports to: Chief Executive Officer

Hours of work: Working hours are 37.5 hours per week
There will be a requirement to occasionally work 
extra days and hours that might vary from your 
normal pattern, in accordance with Festival periods. 

Salary: £50,000k per annum, plus staff pension.

Holidays: 25 days per year plus public holidays 



Hay Festival strives to be a diverse and inclusive employer.  We value difference and recruit by merit based on 
fair and open competition and welcome candidates from all backgrounds.  We particularly encourage 

applications from people or social groups that are currently underrepresented in the creative industries. 

If you require any access support if selected for interview please contact the Hay Festival office on 
adrian@hayfestival.org / 01497 822620 

If you would like an informal chat about the role before applying please do get in touch.

To apply please send a letter explaining how your experience fits the role and a copy of 
your CV to Adrian at adrian@hayfestival.org by Friday 10th February  – 12.00pm
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