
 

 
 

Job Description  
 

Job Title: Partnerships Executive 

Full-time permanent contract 

 

Location: 109-111 Bath Road, Cheltenham 
 

Salary: £20,000 - £21,500 per annum depending on experience 
+ 5% employer’s pension contribution, childcare 
vouchers, staff ticket benefits 
 

Working Arrangements 
 
 

Evening and weekend work required in line with the 
Festivals. No overtime paid but time in lieu 
 

Responsible to: Head of Partnerships  
 

Responsible for: No direct reports 
 

Holiday: 25 days per annum pro-rata. The holiday year is January 
to December 

 

Background information 

  
Since the launch of the Music Festival in 1945 and the Literature Festival in 1949, Cheltenham has been at 
the forefront of contemporary British culture.   The Jazz festival was introduced in 1996 and the Science 
Festival in 2002. The Literature Festival is the largest of the four festivals. 
 
Underpinning all the work of the Festivals is our Education and Outreach programme which enables over 
25,000 school children to access the very best in arts and science and drives the core purpose of the Charity. 
 
Cheltenham Festivals raises approximately 50% of its income from fundraising activities and 50% from ticket 
sales.  
 
Cheltenham Festivals is a registered charity and a company limited by guarantee.   The Board of Directors, 
who are also the Trustees, are elected by the members of the company.   They include the Chair of each of 
the festival advisory committees.    
 
Each Festival programming team works closely with the Directors of Festivals, Education, Development & 
Marketing as well as Finance, Operations and HR to achieve the objectives of the organisation.   The Senior 
Management Board (SMB) reports directly into the Board of Trustees. 
 
The post of Partnerships Executive is one of 25 posts in the Development and Marketing team. 
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The Role 
 
The Corporate Partnerships Team is a huge part of Cheltenham Festivals and essential to ensuring we can 
achieve our vision as a charity which feeds the human spirit. We currently have a portfolio of amazing 
partnerships with well-known brands spanning across various sectors, many of which we’ve partnered with 
for over five years, and a strong team vision for what needs to be achieved over the next five years to grow 
income from this source.  
 
The postholder will provide administrative and account management support to the Corporate Partnerships 
Team; ensuring we deliver a professional, consistent level of service to internal and external 
stakeholders.  The Partnerships Executive will also be responsible for a portfolio of accounts and be 
responsible for managing and ultimately growing these accounts. 
 
Detailed Job Description 
 

• Supporting Senior Partnership Managers in day to day management and delivery for key accounts 
 

• Researching industry, market insight, trends and identify opportunities for existing and new partners 
 

• To proactively support a portfolio of existing corporate partners, ensuring that each partner is 
supported and reaching its full potential – implementing the highest standard of partnership 
management and building strong relationships 
 

• Develop and understand the clients marketing objectives, identifying opportunities to grow  
 

• To ensure that all records, files and administration on each account you have responsibility for are 
up to date, organised and accurately recorded on the CRM database. 

 
 
General management  
 
The Partnerships Executive will:  
 
• Be responsible for ensuring the health and safety of the team and yourself by following safe systems of 

work, and by meeting the requirements of the health and safety policy. 

• Ensure that the Festivals environmental,  equality and other policies are followed and actively practiced  

• Participate in Cheltenham Festivals’ agreed performance appraisal system, use the data systems and 

management systems in place, currently Tessitura and Artifax. 

• Ensure you are up to date in your area of specialism including new developments  

 
This job description is not intended to be exhaustive. The post-holder will be expected to take on 
responsibilities and tasks as the strategy and Festivals develop (in consultation with the post-holder)  

 
 
 
 
Personal Specification  
 

Criteria Essential 
Skills required 
 

• Excellent inter-personal and communication skills both written and verbal  
• Relationship building 
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 • Ability to negotiate 
• Excellent IT skills in all Microsoft office functions  
• Meticulous attention to detail 
• Methodical and process driven 

• To be well organised and manage own time effectively  

• Ability to prioritise, work under pressure and to meet strict deadlines 
 

Disposition • A completer /finisher 
• Is motivated by growth and retention 

• Interested in people and motivations  
• Interested in supporting a charitable cause 

• Calm in fast-paced working environments 
 

Knowledge • Working in a sales environment 
• Interest in the Arts/Science 

 

Qualifications • Degree or equivalent experience  
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