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Job Description 

Job Title: Corporate Partnerships Officer 

Department: Development   

Reports to: Head of Corporate Partnerships  

Liaises with: All Departments and external contacts at all levels  

 

 
BACKGROUND AND CONTEXT 
English National Ballet (ENB) exists to take world-class ballet to as many people as possible; 
delighting them with the traditional and inspiring them with the new. ENB’s artistic output, 
reputation and ambition continues to grow rapidly and we have recently moved to a new purpose-
built home on London City Island, Canning Town which will be shared with ENB School. 

 
Our new building combines a unique production studio, modern training facilities, teaching and 
rehearsal studios, and spaces for the public to view our work, eat and drink in a state-of-the-art 
environment. The move provides the physical space we need to achieve our vision to be the 
country’s most creative, diverse and exciting ballet company and puts the Company at the heart of 
East London’s creative industries and infrastructure, enabling long term partnering opportunities 
with local artists, higher education organisations and corporates.  
 
PURPOSE OF THE ROLE 
By supporting ENB’s vision and the Development Department’s strategy for corporate partnering, 
you will provide account management support to several ENB corporate partners as directed by the 
Head of Corporate Partnerships. You will be integral in proposing creative approaches to help 
achieve/exceed income targets, deliver objectives and meet agreed milestones for each corporate 
partner, whilst providing the highest level of stewardship throughout the partnership alliance. 
 
KEY RESPONSIBILITIES 
 
Account Management 

• Support the Head of Corporate Partnerships to deliver benefits (i.e. booking tickets, ensuring 
sponsors receive appropriate logo recognition, arranging events, arranging photo shoots etc.) 
to ENB’s corporate partners and sponsors. 
 

• Maintain clear and accurate records for all corporate partners, including tracking their take 
up of benefits, tickets, crediting and invoicing. 
 

• Manage corporate partner events at UK theatres to include hospitality, ticketing, briefings, 
assisting in meeting and greeting guests and co-ordinating with the front-of-house and 
catering staff, under the direction of Head of Corporate Partnerships. 

 

• Ensure that supporter listings are kept up to date in all print and online with all current 
corporate partners and sponsors. 
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Finance and Administration  

• Track expenditure and income related to the corporate partnership’s operation, working with 
the Finance team and the Head of Corporate Partnerships on financial reconciliation and 
budgets. 
 

• Accurately maintain, track and update corporate records and new business on Tessitura in line 
with ENB guidelines and good practice. 

 

• Ensure that all activities within the corporate partnership’s operation comply fully with the 
relevant Data Protection and any other legislation. 

 
New Business and Cultivation  

• Research potential corporate partners, using business intelligence and judgement to prioritise 
approaches, as directed by the Head of Corporate Partnerships. 
 

• Support the Head of Corporate Partnerships in planning and delivering corporate cultivation 
events, including preparation of briefing notes. 
 

• Support the Head of Corporate Partnerships in crafting high quality, tailored proposals and 
presentations to win new corporate business. 

 
General  

• Be an active member of the Development Department, helping to deliver Opening Nights, 
galas and cultivation and stewardship event, for instance by manning the guest desk, liaising 
with guests and administrative tasks. 

 

• Participate in the provision of the safe working environment, adhering to the Company’s 
Health and Safety policies at all times. 

 

• Be prepared to work evenings or weekends as required and to act as an ambassador for ENB. 
 

• Undertake any other related duties as requested by the Head of Corporate Partnerships or 
Development Director. 

 
PERSON SPECIFICATION  
 
Experience and Knowledge 

• Demonstrable success within corporate fundraising, events, commercial sector relationship 
management/sales sponsorship, or social responsibility roles involving management of 
external partnerships. 

• Demonstrable success of securing income through new business development, researching 
and approaching new prospects, following up on leads, and securing income.  

• Experience of working in cross-departmental teams or structures to deliver projects.  

• Experience of customer service and related administrative procedures. 

• Knowledge of relationship and/or ticketing databases, ideally Tessitura.  
 
Skills and abilities 

• Good influencing and negotiating skills, focussed on making well considered (business) 
decisions.  

• Clear, confident communication (strong-verbal and written) and active listening skills. 

• Excellent relationship building and interpersonal skills. 
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• Efficient time management ability to multitask against strict deadlines, with a focussed and 
calm approach. 

• Proficient use of the general suite of Microsoft Office Programmes (Outlook, Word, Excel), 
Adobe Acrobat and other presentation and graphics packages. 

 
Mind Set 

• Professional and ethical approach in all aspects of your work as an ambassador for the 
Company. 

• Positive enthusiasm for ENB and the performing arts generally. 

• Effective in balancing work and life demands. 
 
This job description is a guide to the nature of the work required of the prospective employee and 
does not form part of the contract of employment.  It is neither wholly comprehensive nor 
restrictive and therefore does not preclude change or development that will inevitably be required 
in the future.  


