RIBBLE VALLEY BOROUGH COUNCIL

COMMUNITY SERVICES DEPARTMENT

JOB DESCRIPTION

1.  JOB TITLE:

Temporary Gallery Co-ordinator (Maternity Cover)

2.  REFERENCE NO:
COM319

3.  SALARY SCALE:
Scale 3 (£15,524 to £16,614 per annum)

4.  RESPONSIBLE TO:
Arts Development Officers

5.  JOB PURPOSE:
To manage the Platform Gallery, its retail area and develop and deliver its programme of exhibitions and events including the planning, marketing, installation and management of its exhibitions.  To organise workshops and events to run alongside the exhibition programme.

6.  MAIN DUTIES

6.1
Responsible for the line management of Gallery staff and supervision  of casual workers, work placements and contracted artists delivering workshops and events, with duty to check quality of work or service provided, create artist’s contracts, negotiate costs, expenses and fees.

6.2
Responsible for the management of the Platform Gallery, its budget and all financial procedures.  Use of council online purchasing system to order new work for the shop and services for the gallery, evaluate sales.

6.3
Act as first point of contact for the public, give group talks and tours, conduct sales, dealing with cash and credit card transactions, end of day cashing up, dealing with daily enquiries, complaints, orders and one-off commissions as they arise; and responsible for gallery gift vouchers, float and supervisor’s credit card.

6.4
Manage ‘Own Art’ Interest Free Credit scheme and process credit applications, handling sensitive information.

6.5
Responsible for creating a high quality and accessible exhibition programme, curating exhibitions by local and national artists to meet recommendations made in RVBC’s Arts, Culture and Community Strategies.

6.6
Visit national craft trade fairs and events to source affordable new work for the gallery shop and establish contacts with artists and research contemporary craft practise.  Liaise and negotiate with other national galleries to select touring exhibitions to feature in exhibition programme.

6.7
Support local craftspeople by offering advice and opportunities to exhibit and sell work in the gallery.

6.8
Responsible for all aspects of exhibition organisation and installation including creating and negotiating artist/touring exhibition contracts, logging and pricing stock, ensuring correct insurance cover, producing high quality, professional and accessible displays in gallery and shop.  The post requires physical installation of exhibitions with a requirement from some heavy lifting.

6.9
Responsible for all advertising and marketing including creation of exhibition and gallery interpretation and promotional material, ensuring all legislation is adhered to regarding artist’s copyrights and use of photographic images.  Circulate regular promotional material/press releases to target audiences, including mailing list and e-mail database, local, national and specialist publications and press.

6.10
Devise, co-ordinate and market exhibition related schemes e.g. lectures, workshops and demonstrations.  Responsible for submitting applications/securing funding for subsidised projects, developing relevant creative activities for target groups (schools, groups and regional education establishments).  Evaluate as necessary.

6.11
Develop other gallery income opportunities such as sponsorship.            Manage room hire and bookings for Platform Gallery events.


6.12
Assist the Ribble Valley Arts Development Officers with arts             development events and activities in the Borough.

6.13
Liaise with other galleries, arts practitioners and other Council             departments to develop partnerships.  Represent the gallery and RVBC on national and international level at seminars, meetings and events.

6.14
To ensure the Platform Gallery and all it’s activities/workshops abide by            relevant Ribble Valley Borough Council policies e.g health and safety            and child protection.

6.15
Co-ordinate and share key holder responsibilities for opening and            closing the Platform Gallery building and the safe, accountable for the            security and maintenance of high value displays of artists’ work up to           the value of £100,000.

6.16
Co-ordinate and share weekly building inspections duties e.g fire alarm            checks, monitoring building condition, noting any causes for concern             and informing relevant persons.

6.17
This post requires occasional late night and weekend working          exhibition installations, previews, Sunday openings etc.  Also requirements for lone working with responsibility for running the gallery  

           and safekeeping of the building.

6.18
To adhere to the Council’s policies including equal opportunities and health and safety.

6.19
Such other duties of a similar responsibility level as may be allocated to the post from time to time.

Signed (Postholder)_______________________________Date_______________

Signed (Manager)_________________________________Date_______________

