
 
 

Our Mission:  We create, perform, teach and promote dance as an essential and inspiring element of 
our community. 

 
Our Vision for 2021: Nashville Ballet is an accessible and inclusive organization that creates community 
through excellent and innovative dance and dance education; is recognized locally, nationally and 
internationally for artistry, community engagement, and financial sustainability; and is a rewarding and 
satisfying place to work. 
 
 
Our Enduring Values 

 We believe in the transformative power of art. 

 We inspire appreciation for the art of ballet. 

 We strive for excellence with integrity in all we do. 

 We respect one another and the art form. 
 
The understanding of and the ability to not only support but celebrate our culture is essential to each 
and every person at Nashville Ballet. 

 
Job Description for Corporate & Foundation Relations Manager 

 
Position:   Corporate & Foundation Relations Manager 
Reports To:    Director of Development 
Area of Responsibility:   Development 
Wage Classification:   Salaried, Exempt  
 
Position Summary: The Corporate & Foundation Relations Manager is responsible for managing and 
growing Nashville Ballet’s relationships with corporate and foundation partners. The position works 
closely with the Director of Development to create and manage a portfolio of existing and prospective 
institutional funders and to support a comprehensive strategy to meet revenue goals for institutional 
gifts.  
 
Essential Functions and Responsibilities: 
 
 Prospecting & Research  

 Through research and analysis, build and manage a portfolio of prospective new corporate sponsors 
and grant funders, including national funders 

 Identify best program alignment with each prospective institutional funder for optimal success rates 

 Maintain awareness of and active engagement in the region’s growing business community 

 
Cultivation & Solicitation  

 In conjunction with the Director of Development or Director of Sales & Marketing as needed, 
represent Nashville Ballet to the business community; build and maintain relationships with 
foundation program officers and marketing/corporate social responsibility executives 

 Manage a robust schedule of existing grant and corporate deadlines to include annual corporate 



proposals, grant applications and grant reporting requirements; implement existing, refine and 
create new tools as needed to track and report on fulfillment of deliverables 

 Arrange and perform all in-person meetings with existing and prospective funders, with Director of 
Development or executive leadership as needed 

 Create and prepare corporate sponsorship materials including introductory letters, proposals, final 
reports and other mailings/correspondence  

 Write and submit all non-government grant requests in coordination with the Director of 
Development 

 
Benefit Fulfillment & Stewardship  

 Manage and ensure benefit fulfillment and recognition for sponsors and partners 

 Work with staff (Development/Events Coordinators, Marketing, Community Engagement & Artistic) 
to ensure experiential, programmatic and marketing benefits are appropriately fulfilled 

 Work throughout the entire organization to identify needs for courting/stewarding partners 

 Continuously identify new marketable opportunities that would interest corporate sponsors  
 
Additional Development Team Duties  

 Support Development department in maintaining accurate corporate sponsor database records 

 Work with Director of Development and Events Coordinator to plan and execute sponsor events; 
attend these events to build relationships with funders 

 Attend and support overall Development department activities, including performances, fundraising 
events and donor cultivation and stewardship events throughout the season  

 Work with Board members to expand the list of corporate supporters 

 

Additional Duties 

 Work with the Community Engagement Manager to have up-to-date information for grants, reports 
and proposals pertaining to data and demographics from Community Engagement initiatives 

 Work with the Director of Finance to have up-to-date information for grants, reports and proposals 
pertaining to Nashville Ballet’s financial statements and statistics 

 Work with the administrative staff of School of Nashville Ballet to have up-to-date information for 
grants, reports and proposals pertaining to school data and programs 

 
Administrative Tasks: Under the oversight of the Director of Development, fulfill any other additional 
tasks as assigned. 
 
Physical Demands: The physical demands described here are a non-exhaustive list of those that must be 
met by an employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential functions. 
 
While performing the duties of this job, the employee is regularly required to handle, feel, talk and hear. 
The employee is frequently required to stand, walk, and reach with hands and arms above the shoulder. 
The employee is frequently required to sit and occasionally stoop, kneel, crouch or crawl. The employee 
must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  
 
Work Environment: The work environment characteristics described here are representative to those 
an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the noise level in the work environment is usually low to 
moderate.  
 



 
Work Requirements and Qualifications 
 

 Education:  Bachelor’s degree required      

 Knowledge, Skills, and Abilities:   

 Previous experience in corporate relations with non-profits, corporate relationship management or 
sales 

 Demonstrable experience with prospect research, lead generation, gift closing and stewardship 

 Proficiency in Microsoft Office, development-style writing and tools needed to create proposal 
materials 

 Previous experience with Tessitura or other CRM database preferred 

 Excellent written and verbal communication and interpersonal skills 

 Ability to make decisions and solve problems 
 

 Experience: 2+ years in corporate fundraising or similar development function 
 

 Equipment: standard office equipment including computer and software, phone, copier, etc., 
competency on PC. 

 
Disclaimer Statement: 
This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or 
working conditions associated with the job. While this document is intended to be an accurate 
description of the current job, circumstances may require that other, or different tasks be performed 
(e.g., emergencies, changes in personnel, workload, rush jobs, or technological developments). 
 
 
To Apply: 
To be considered for this position, please email the items below in one PDF file with your name as the 
filename to careers@nashvilleballet.com by March 9, 2018. Include “Corporate & Foundation Relations 
Manager” as the email’s subject line. No phone calls.  

 A substantive cover letter 

 A resume no longer than 2 pages  

 The following assignments: 
a. You just got off the phone with ABC’s marketing director. You believe that Nashville Ballet 

would be able to help ABC meet its goals through a season sponsorship and you have a first-
time meeting scheduled for next week. In preparation for this meeting, outline your plans 
for that meeting. Use both your professional knowledge and understanding of what 
Nashville Ballet has to offer to complete this assignment. Please format to your preference 
(bulleted agenda of speaking points, a hypothetical script, etc.) 

b. The Sample Foundation has funded Nashville Ballet’s Community Engagement programs for 
many years. Your application for continued funding consists of an updated account of 
Nashville Ballet’s proven community impact through arts education and community 
engagement, presented via a colorful proposal, accompanied by a cover letter. Please draft 
the cover letter.  

c. List 5-10 things you would be most excited about offering to institutional partners/sponsors 
as part of a benefits package, given the nature of Nashville Ballet’s mission and 
programming.  

 
 
 
Employee Signature:     Date: 
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_______________________________  ____________________ 


