GRAVESHAM BOROUGH COUNCIL

Directorate:

Communities
Post Title:

Arts Centre assistant (casual)


Scale:


£12.71 per hour
Responsible to:
Arts Centre Manager
Job Description

Introduction
St George’s Arts Centre opened in December 2021 as an arts hub in the centre of Gravesend. The main space is a gallery with regular exhibitions and workshops and the subsidiary space is an arts drop in for classes and workshops. 

St George’s Arts Centre is an exciting opportunity for local creatives to exhibit work as well as to show work from artists outside the area. There is a full programme of arts activity for both this centre and other venues.
The Arts Assistants play a crucial role in the Arts Centre, welcoming visitors to the gallery and discussing the exhibitions and activities. They will also help ensure the safety of visitors and artworks and the smooth running of the centre.
Main duties and responsibilities
Staffing the gallery desk and greeting visitors on arrival

Providing excellent visitor service in response to personal, telephone and general enquiries

Operate gallery procedures including opening and closing.
To act as a key holder if necessary 

Keep a record of visitor figures. 
To ensure that the gallery is kept clean and tidy during opening hours.

Maintain a tidy and ordered reception area.
Ensure a safe and welcoming atmosphere in the gallery.
Escalate any concerns to the Arts Administrator.
Maintain a good understanding of the exhibitions and activities programme.
Maintain the safety and integrity of the work.
Provide visitors with relevant information about current and forthcoming exhibitions and activities.

Provide incident reports if necessary

Ensure that visitor surveys are completed.

Work at exhibition previews and private views

Administrative and Financial
· To adhere specifically to the council’s GDPR policy
· Accurately record any sales
· Ensuring that all cash handling, invoicing and banking matters are handled accurately and in accordance with predetermined procedures
Health and Safety
· Ensure and maintain accurately all health & safety administration relative to the post.
· Ensure that all work areas are kept clean, safe and tidy at all times.
· Report any equipment faults, hazards, accidents or dangerous occurrences to the relevant person immediately
· Undertake health & safety training if required
· To adhere specifically to the council’s lone working policy
General
· To adhere to all procedures, policies and practices both of the section and corporately.
· A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.
· The post holder will carry out all duties and activities having regard to the provisions of the Health & Safety at Work Act 1974 etc. and in accordance with any instruction from senior members of staff under that Act, or any Council or departmental Codes of Practice or Procedures.
	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE 

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties
	Ability to adapt quickly to demands and readily accepts changing situations.
Ability to work on own initiative to resolve issues.


	

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations).


	
	Knowledge of the arts sector


	QUALIFICATION TRAINING

(Education/vocational qualifications and other training).

 
	
	Customer Care Qualification



	EXPERIENCE

(Level and type of previous experience)


	Some experience and enthusiasm for working in a gallery environment 

	Experience of working in a gallery or public facing environment
Understanding of working at events



	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)

 
	Professional approach to colleagues, team members and members of the public.
To work co-operatively as a member of a team
Excellent team player, with enthusiasm for change and development.
Unsupervised working 
	

	SPECIAL CONDITIONS (e.g. willingness to work unsociable hours or wear a uniform)
	Flexible working hours as required by the business including unsociable hours, evenings, weekends and some bank holidays 


	DBS check


