Post of Gallery Assistant – Penwith Gallery, St Ives
The Penwith Society was founded in 1949 by a group of artists in St. Ives, under the distinguished leadership of Ben Nicholson, Barbara Hepworth and Bernard Leach; it now has a unique complex of buildings in Back Lane West, including public galleries, artists’ studios and workshops.

The galleries present a year-round programme of exhibitions by Members and Associates of the society as well as exhibitions by other artists from Cornwall, artists from further afield and school or college projects; the galleries are also available for hire when our programme permits. 

The Penwith is an unrivalled resource for the arts in Cornwall and is part of a unique cluster of visual arts activity in the town, working with other partners such as Tate St Ives, Porthmeor Studios, the St Ives School of Painting, the St Ives Archive and a range of other galleries.  After a period of some decline, the Penwith has been revitalised under a group of new trustees and we intend to place it securely back at the forefront of presenting contemporary work of quality to an expanding audience of locals and visitors.

This post is a varied one, with the post holder playing a key role in the running of the Penwith at this exciting stage in its resurgence.  S/he will need:

· to fit in well to the very small core team

· to have initiative, flair and sensitivity in dealing with a wide range of people

· to be able to rise to the challenge of working in a creative environment

Organisational structure

The staff members are employed by Penwith Galleries Ltd, a registered charity and company limited by guarantee.  All posts are based at the Gallery in Back Lane West, St Ives.

The staff team consists of:

Gallery officer on 5 days per week 

Gallery assistant on 3 days per week

Finance assistant / administrator on 2 days per week

Cleaner / caretaker / handyperson on variable hours
Overall management and direction is provided by the trustees who meet on a regular basis.
The Gallery Assistant reports to the Gallery Officer; the Gallery Officer, the Finance role and the handyperson report to the Chair of Trustees.

Job description & key responsibilities

· Deliver an exceptional visitor welcome to all, actively looking for opportunities to engage and answer enquiries relating to the gallery

· Encourage the purchase of art or other items for sale, packaging and dispatching artwork where required

· Ensure public spaces are clean, welcoming and professional at all times 

· Record financial transactions accurately and efficiently, reconcile end of day takings and ensure cash is secured according to cash handling procedures

· Support the delivery of evening events when required

· Provide cover for the Gallery Officer’s days off, annual leave or sickness

· Liaise with Members, Associates, tenants, trustees and committee members, proactively resolving issues where appropriate and reporting immediately back to the Gallery Officer or Trustees when required

· Ensure security of the building and contents and safety of the public and other users of the gallery

· Answer telephone and e-mail enquiries promptly and professionally

· Help with café duties when needed

· Ensure the safe opening and closing of the gallery

· Some cleaning and minor maintenance duties as required in support of the caretaker
· Recruiting, training, working with and supporting people who volunteer for the Gallery 
Person Specification 

Essential criteria:

· Previous experience in a front of house role in a visitor attraction or similar environment

· Passion for offering outstanding visitor care

· Understanding of health, safety and security standards as they affect a public venue

· Good written communication and interpersonal skills with the ability to deal effectively and confidently at all levels, internally and with external contacts

· Computer literacy – knowledge of Windows-based applications, word processing, database, spreadsheet, internet and email applications

· Ability to assess situations and use discretion and judgement to find solutions to problems

· Calm and confident when dealing with emergency situations

· Ability to handle customer and member complaints with ease and authority

· Able and willing to work over the six day rota, including Saturdays and Bank Holidays.
Desirable criteria: 

· A knowledge of the St Ives arts community and local artists

· Experience of cash handling and basic book keeping

Key conditions of work
	Contract
	One year contract, one month’s notice on either side after satisfactory completion of 3 month probationary period, but with the expectation that this will be a permanent role.


	Pay
	£8.50 per hour, rising to £9 on satisfactory completion of the probationary period.


	Holidays
	4 weeks a year rising to 5 weeks over 5 years plus bank holidays


	Hours
	22.5 hours per week, i.e. 3 days per week.  There is some degree of flexitime, but this is subject to the operational requirements of the post and Gallery opening hours.  We operate a time off in lieu system and do not pay overtime, but from time to time additional paid hours may be worked up to a maximum of 37.5 per week by mutual agreement with the Gallery Officer and Chair of Trustees.  From time to time staff will be required to work unsociable hours; the Gallery is often open on bank holidays and staff may be required to work on these days.


	Place of work
	Penwith Gallery, Back Lane West, St Ives, TR26 1NL.  Occasional attendance at meetings or events elsewhere.



	Pension
	The company will be subject to the new pension regime from mid-2017 and will enrol eligible staff when that starts.



	Policies
	The Gallery has a detailed staff handbook which contains various policies – these form part of these terms and conditions.




How to apply:

Please read the job description and person specification carefully and tell us why you are suitable for the role, outlining relevant experience. 

Apply by e-mail only to:

mail@penwithgallery.com 
Applications must be received by 10am on Friday 17th February 2017

Interviews will take place on Wednesday 22nd February in St Ives. 
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