Project Ability are recruiting for an Exhibitions Coordinator to be based in our centre in Trongate 103.  The post is 4 days a week, 30 hours, 9 – 5pm although some out of hours working is required.
Starting salary £14,900 (£18625 pro rata), 19 days annual leave plus public holidays. 
Initial 12 month contract with a view to extension.
Apply: Please download the application form and return with a copy of your CV to submissions@project-ability.co.uk
Please complete and return the Equal Opportunities form.
Closing date 21st September 2015
Interviews will be held in our premises in Trongate 103 on the 1st October 
Job Description: The purpose of this role is to deliver Project Ability’s extensive exhibition programme through building relationships with Project Ability’s artists and local, national and international artists, daily correspondence and maintenance of gallery records, cooperation with other venues and liaison with members of Project Ability’s artistic team (see organisational chart).
You will develop a curatorial strategy in line with Project Ability’s ambition to increase opportunities for artists with a range of lived experience to show their work in a variety of settings towards the fulfillment of their artistic ambition.  
Project Ability’s exhibitions programme showcases and promotes the art of children and young people, adults with learning disabilities and adults with mental ill health.

We organise around twenty exhibitions a year at our in-house gallery and in other venues.  We show work in public spaces, community venues, online and in print.  

Responsible to: Executive Artistic Director


Responsibilities: 

Plan and coordinate in-house and outreach exhibitions, digital and print exhibitions.

Manage installation and de-installation with other staff members - liaising with the technician.

Develop and coordinate an accessible programme of gallery talks/group visits to increase and reach new audiences.  

Maintain an archive of existing art collection.

Maintain systems to log and record art work for exhibitions (in-house and out-reach exhibitions).

Organise exhibition previews.

Maintain the Gallery space.

Issue artists with exhibition contracts.

Provide up to date exhibition information for our website.

Provide information on exhibitions and artists for marketing and publicity purposes.

Seek to increase sales and maintain the record of art sales. 

Manage and maintain gallery shop.

Front of house duties.

Contribute to all general duties in keeping with running a busy, public gallery.

Evaluate own work on an ongoing basis to measure strategic and operational success.

Report to funders.


Required experience:

You will have:
· A minimum of two years experience of working in an arts environment.  
· An understanding of contemporary visual art markets.
· Demonstrable experience of organising exhibitions.
· Experience and be confident in using database and spreadsheet applications.


Person specification:

Degree level arts qualification.

Excellent organisational skills and ability to set up and maintain accurate records.

High levels of motivation and commitment.

Effective communicator, verbally and in writing.

Ability to enthuse, excellent interpersonal skills and customer service skills.

Ability to work on their own initiative as well as an integral part of Project Ability’s staff team.



[bookmark: _GoBack]Operational development:

This is a key position which will help Project Ability to increase awareness of the diversity and achievement of artists with disabilities.  

The gallery, the artists and their work is firmly positioned within the contemporary visual arts sector.

You will work with the Technician to ensure exhibitions are accessible and their presentation is of high quality.  

You will work with the Marketing Coordinator to publicise and promote exhibitions and the artists.

You will work with the Administrator to develop an integrated information system to ensure accurate records.

You will work with the Director and Programme Managers to develop interpretation and learning materials.

You will realise the potential of the gallery, the exhibition programme and the shop to generate income.




 (
Marketing Co-ordinator
Berengere Chabanis
 
p/t 3 days
marketing@project-ability.co.uk
) (
Volunteer Co-ordinator
Tracy Gorman 
p/t 
2.5 days
volunteers@project-ability.co.uk
) (
Exhibitions Co-ordinator
Vacancy at August 2015 
exhibitions@project-ability.co.uk
) (
Executive and Artistic Director
Elisabeth Gibson
director@project-ability.co.uk
) (
Technician
Jim Ewen
technician@project-ability.co.uk
) (
Create Programme Manager
Lisa Clark
p/t 
4
 days
create@project-ability.co.uk
) (
Cleaner
Elaine Love
p/t 10 hours
) (
Saturday Staff
Kirsty Palmer
/ A.N.Other
Permanent
) (
Administrator
Stewart Campbell
office@project-ability.co.uk
) (
Operations Manager
Murray Wilson
operations@project-ability.co.uk
) (
ORGANISATIONAL
CHART 201
5
) (
Board of Directors- Bi Monthly Meetings (f=Fi
nance Sub Group,hr=Human Resource Sub Group- Meet as Required
Fiona Thomson (Chair/f)
Marion Davis (Vice Chair f/hr)
Irene Tweedie(f/hr)
Bevis Evans Teush
Robert Paterson
Rob Kay
Angela Liggat (hr)
David Hughes
)
