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Volunteer Gallery Assistant – outline of role

Location
PSL, Whitehall Waterfront, 2 Riverside Way, Leeds LS1 4EH 

Summary


This placement supports the smooth and effective running of PSL. Working with our regular Gallery Assistant, the volunteer will be the ‘public face’ of the organisation. 

Main duties and responsibilities

· Invigilating during opening hours 

· Welcoming visitors

· Maintaining the visitors book

· Collecting data/feedback for evaluation

· Cleaning duties to ensure the gallery, toilets and café remain tidy and clean at all times

· Assisting with mail shots 

· To undertake any other duties that might reasonably be expected by the Programme Manager, Operations Manager and permanent Gallery Assistant.

Personnel Specification

We are looking for a person who:

· is able to work 1 or 2 regular shifts per week (12-5pm) for the duration of a single exhibition at PSL.

· has a knowledge of contemporary art

· has excellent communication skills 

· is friendly and enthusiastic 

· is punctual and reliable

Benefits

Volunteering in this position will give you an insight into the running of PSL and useful experience of working in a contemporary arts organisation. On completion of the role PSL would be happy to provide a reference for you to support future applications for employment. 

We can reimburse travel expenses up to the cost of £5 per shift worked on provision of receipts. 

Volunteer Gallery Assistant – outline of role (tasks are indicative, you may not be involved in every task on this list)

	Tasks you can expect to assist with



	DAILY

	Switch on / off exhibition

	Collect Post

	Empty Wastebaskets

	WEEKLY

	Clean- toilets, café and installations when needed.

	Update Mailing list

	Update social networks-twitter posts, facebook,flickr.

	Collect Feedback Forms 

Collect other data for ACE evaluation as relevant in discussion with PM

	Ensure waste is recycled as appropriate.

Refuse management- emptying bins and receiving.

	Re-stocking and re-print front desk materials- show interpretation and flyers, mailing list, feedback forms.

Put together exhibition info folders, work with Programme Manager to collate info.

	Tallying visitor numbers

	FORTNIGHTLY

	Clean interior windows and sills

	Sweep / Hoover gallery

	GENERAL TASKS

	Welcome visitors / weekly guided tour

	Encourage people to leave comments/ join mailing list

	Keep well informed about the current show and artists involved and able to confidently impart that information to visitors.

	Keep documentation of useful comments

	Mail shots. Coordinate flyer distribution around Leeds in partnership with Operations Manager, monitoring stock of flyers throughout each show

	Serve Café customers

	Maintain / update website (with guidance of PM)

	Programme related research (with guidance from PM)

	Support artists who may be working in PSL with the production/installation of work as directed by the PM.

	Serve shop customers and note sales








