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POSITION DESCRIPTION 

 
Job Title: 
 

Events and Partnerships Manager 
 

Department: 
 

Development 

Team: 
 

Development 

Reports To: 
 

Director of Marketing & Development 
 

Location: 
 

Wellington 

Works With: 
 

Philanthropy Manager, Corporate Development Manager, Ticketing 
Manager, Marketing & Sales Manager, Marketing & CRM 
Coordinator, Executive Director, Artistic Director and other 
colleagues from the RNZB’s artistic and administrative 
departments, including dancers and the RNZB Board. 

Direct Reports: 
 

None 

The Royal New Zealand Ballet (RNZB) was founded in 1953 by Danish dancer Poul Gnatt, 
as a touring professional ballet company for all New Zealanders. Now based at 
Wellington’s St James Theatre, the Royal New Zealand Ballet is an intrinsic part of New 
Zealand’s national heritage, and has the largest following of all New Zealand performing 
arts companies.  The Royal New Zealand Ballet continues to invest in live music, 
performing with the Auckland Philharmonia Orchestra, New Zealand Symphony 
Orchestra, Orchestra Wellington, the Christchurch Symphony Orchestra and the 
Dunedin Symphony Orchestra.  The Royal New Zealand Ballet enjoys a reputation for 
strong and unique interpretations of full-length dramatic works. To this base the RNZB 
have been added many masterworks and major ballets of the 20th century, such as 
Balanchine's works and the Stravinsky ballets. The company has an enviable track record 
in commissioning new works from New Zealand and international choreographers. The 
RNZB regularly represents New Zealand on the international stage, with recent tours to 
the UK, Australia, China, USA, Italy and Hong Kong. 
Purpose:  
To support the development team in developing and maintaining funding relationships 
with corporate sponsors, individual supporters, trusts and foundations on behalf of the 
Royal New Zealand Ballet. 
Travel: 
The person in this role will be expected to travel to other centres, especially Auckland, 
on a regular basis, and to go out ‘on the road’ with the company. 
Key Accountabilities: 
 
Corporate sponsors 
Maintaining excellent relationships with sponsors at all levels, acting as the primary 
contact in some instances. Managing all sponsor ticket requirements, working closely 
with the Marketing and Ticketing Coordinator.  Managing sponsors’ events, including 
liaison with venues, caterers, RNZB colleagues and artists over their attendance. Liaising 
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with sponsors over programme advertising and acknowledgement. 
 
Contra sponsors 
Managing a portfolio of contra sponsors, including the RNZB’s wine partner, to ensure 
that both the RNZB and the sponsors involved receive maximum value from the 
relationship. 
 
Event management 
Planning and executing RNZB events, working to an agreed budget and closely 
monitoring expenditure. The main focus is on hosting around performances, including 
venue liaison, catering, liaison with artists and management on the night, but there may 
also be occasional special events for sponsors and supporters (including the Dress Circle 
group of personal supporters) at other times, including daytime and weekend events.  
 
Ticketing 
Managing sponsor’s ticketing requirements, working within the ticketing systems to hold 
tickets for them across the season, and keeping an accurate record of all tickets held and 
used. Ensuring the timely arrival of tickets, to the appropriate recipients. 
 
VIP invitations 
Managing invitations, RSVPs and ticketing for RNZB and some sponsors’ events, using 
the Tessitura CRM system.  Being pro-active in following up and tracking responses. 
 
Record keeping and financial processing 
Acting as the Development team’s key user on the Tessitura CRM system, including 
maintenance of supporter records, some processing of payments and reporting – both 
day to day and budget updates as required. Maintaining digital and physical files of all 
development documents, especially sponsor agreements. Liaising with RNZB finance 
over invoicing for sponsors for both ticketing and sponsorship fees. Managing the 
financial processes and budgets around functions. 
 
Trusts and Foundations 
Liaising with representatives of trusts and foundations over any ticket requirements and 
fulfilling these in conjunction with the Ticketing Manager. Assisting the Corporate 
Development Manager, on an occasional basis, with reporting requirements for grants. 
 
Essential Experience and Skills: 

• Event Management experience 
• Excellent written and oral presentation skills, including an understanding of 

appropriate register and tone, formal and informal communication. 
• Exceptional interpersonal skills, able to manage relationships strategically and 

tactfully, including those with donors, artists, senior management and Board. 
• Exceptional organisational skills, able to manage and prioritise a diverse range of 

donor relationships throughout the year. 
• A methodical and systematic approach to donor relationships, including research, 

planning and record-keeping. 
• Experience in using CRM systems, preferably Tessitura. 
• A strong interest in ballet and/or the performing arts. 

 
 

 


