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POSITION DESCRIPTION 
 
Position:  Development Executive 
 
Reporting to:   Executive Director 
 
The candidate will work closely with the Executive Director with responsibilities for assisting across a 
range of activities including fundraising and sponsorship events, liaising and communicating with key 
stakeholders including sponsors, donors and other partners, donor database management and 
tracking, and preparation of summary reports around philanthropy and sponsorship.  

Specific Duties Include: 
 
1. Assist with event planning, including major fundraising and sponsorship events. Oversee the 

events specifically related to the Artistic Director’s Circle. 
 

2. Research, develop and present project proposals which are attractive for corporate sponsors 
and devise exciting, original ways for corporate branding representation within the SOSA 
program. 
 

3. Work on philanthropic fundraising campaigns, including annual giving and future giving. 
 

4. Research and prepare proposals for prospective private and trust supporters. 
 

5. Oversee the input and accuracy of donation information into the SOSA CRM. 

 

6. Manage the accurate and efficient receipting and acknowledgement of gifts. 
 

7. Oversee the database maintenance & data integrity for all individual Development contacts. 
 

8. Ensure all stakeholder objectives are met and that the marketing and promotion of partners’ 
support is acknowledged fully. 
 

9. Develop and implement a program of events/activities designed to engage SOSA supporters. 
 

10. Prepare correspondence for donors and corporate partners. 
 

11. Provide input into the Development budgeting process and assist to maintain event budgets 
where appropriate. 
 

12. Attend and provide ticketing and event assistance for SOSA productions in relation to donor and 
corporate partner contacts. 
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Selection Criteria – Essential: 
 
1. Experience in roles that require strong organisational skills. 

 
2. Ability to work in a dynamic, small team, flexible environment that requires taking responsibility 

for a diverse range of activities. 
 

3. Effective communication skills and be accustomed to dealing with senior stakeholders. 
 

4. Experience with core IT applications including MS Office Suite and database management. 
 

Selection Criteria – Desirable:  
 
1. Appreciation and knowledge of classical music and opera. 

 
2. Tertiary qualification in marketing, music, humanities, social sciences or communications. 
 
3. Working knowledge of the arts/classical music industry an advantage. 

 
4. Experience with databases and ticketing systems. 

 

Please submit a 2-page cover letter addressing the selection criteria and a current CV via email to 
Yarmila Alfonzetti, Executive Director - yalfonzetti@saopera.sa.gov.au. 

For additional information, please contact Yarmila on 08 8226 4790. 

Closing date for applications: Friday 4 May 

Interviews: 8-12 May 

Commence asap. 

Remuneration: $50,000 - $70,000 per annum plus 9.5% superannuation depending on experience 
and qualifications. 

 

 

 

mailto:info@saopera.sa.gov.au

