Casual Gallery Assistant
CONTRACT:

ABOUT CHAPTER

RESPONSIBLE TO:

Chapter is a national centre for contemporary arts and culture based in Canton, Cardiff.
We’re a hub for the production and presentation of world-class work that is accessible for
all.

Casual hours, during exhibition times only
Curator

RESPONSIBLE FOR:

The venue comprises theatres, cinemas, a gallery, rehearsal & hire spaces, a busy café bar
and more than 50 studio spaces for artists and creative companies.

DEPARTMENT:

Each year we present more than 2000 events and programmes which attract over 500,000
visitors to the centre. We’re committed to showing the best art, performance, and film from
Wales and the world to the widest possible audience.

No line management responsibilities
Programme: Visual Arts

SALARY: £9.90 P/H
LOCATION:

Chapter Arts Centre

Chapter Gallery presents a nationally renowned programme of contemporary exhibitions,
commissions and events and welcomes around 140,000 visitors each year. We work with
artists and curators at all stages of their career and recent exhibitions have featured
artists including Joy Labinjo, Ai Weiwei, Rose Wylie, Antony Gormley, Lubaina Himid, James
Richards and Francis Upritchard.
We are employee focused, through our benefits, policies and practices, and proud to be a
Living Wage employer.

PURPOSE OF POST
Our Gallery Assistants play a key role in ensuring that audiences to our exhibitions have a
positive experience of visiting Chapter and the gallery in particular.
The Gallery Assistant’s main role is to be welcoming to visitors and encourage lively and
engaging discussion relating to the exhibitions, and to provide contextual, artistic, and
historical information about the artworks on display.
Gallery Assistants are also responsible for the safety of the public whilst in the gallery, and
for the on-the-ground protection and safe keeping of artworks whilst on consignment to
us. As a key part of the team, Gallery Assistants are also asked to support the general work
of the Visual Arts Department when required.

MAIN DUTIES AND RESPONSIBILITIES
•

Prompt opening and set-up of gallery exhibitions, and secure
closing and final checks.

•

Detailed daily condition reporting for the works on display in
the gallery, café bar and elsewhere, as directed by the Curator.

•

Actively and enthusiastically encourage friendly and informal
discussion with visitors around the artworks on display in the
gallery, café bar, lightbox and elsewhere in the building and
beyond (if relevant).

•

Ensure that visitors are directed to any available resources
should further, more in-depth information be required.

•

Ensure that the gallery is a welcoming place for all visitors and
that you are always attentive to their needs.

•

Make sure that visitor information is well provided and up-todate, and that the gallery is clean and tidy.

•

Deal with any questions about the gallery or more general
queries, complaints and feedback as they arise, resolving
issues where possible and informing the Curator appropriately.

•

As delegated by the Curator, lead informal gallery talks for the
public, schools, FE and HE groups, and other groups if required.

•
•

General gallery administration including recording of visitor
figures and undertaking visitor surveys. Act as an ambassador
for the Visual Arts, and wider Chapter programme.
Attend training as required.

•

Maintain professionalism and uphold gallery policies.

•
•
•

MISCELLANEOUS
•

Be familiar with all relevant health and safety, operational,
personnel, customer care, equal opportunities, data
protection and financial policies and procedures, ensuring
that all statutory obligations are complied with.

•

All employees of Chapter have a statutory duty of care for
their own personal safety and that of others who may be
affected by their acts or omissions. Employees are required
to co-operate with management to enable Chapter to meet
its own legal duties and to report any hazardous situations or
defective equipment.

•

Commitment to equitable and inclusive working practices.

SPECIFIC
•

The post holder will be expected to work weekends & evenings
in line with rota and opening hours.

PERSON SPECIFICATION
ESSENTIAL SKILLS/ABILITIES
•

Enthusiasm for, knowledge of, and interest in art.

•

Front-facing experience of working with customers and
audiences.

•

Excellent interpersonal skills including being open, friendly
and calm under pressure.

Work at/attend Private Views and gallery public events when
required.

•

Knowledge of contemporary art and the wider art scene in
Wales and the UK.

Assist with marketing and other general administrative tasks
when required.

•

Able to work flexibly (weekends and evenings) when required

•

Punctual.

Attend occasional meetings with the Programme team.

DESIRABLE SKILLS/ABILITIES
•

Ability to communicate in Welsh or BSL.

•

Customer care qualification.

ABOUT THE BENEFITS
Chapter is a flexible and friendly employer, offering hybrid working and
flexible hours. Staff benefits include:
•

5.6 weeks of holiday per annum, including bank holidays, pro rata for
part-time positions

•

A contributory pension scheme to which you will be auto-enrolled
(subject to the conditions of the scheme). The scheme enables you to
save for your retirement using your own money, together with tax relief
and contributions from the company

•

20% off food and drink in the café bar

•

Enhanced Maternity and Adoption Pay, after a year’s service

•

Welsh at Work scheme

•

Two free cinema tickets a month

•

Access to an Employee Assist Programme

•

Complimentary tea/coffee in our office space

•

Complimentary lunch when working in the building

•

Support for continuous development

•

Eye Care for DSE

•

Secure bike racks

•

Staff parking

•

Staff socials

