











MAIN RESPONSIBILITIES

VOLUNTEER AND FRONT OF HOUSE COORDINATION
o For Castlefield Gallery New Art Spaces programme, in particular:

¢ Be responsible for Castlefield Gallery volunteer recruitment, encouraging o Lead for at least one Castlefield Gallery New Art Spaces location (this requires
applications from individuals that are representative of Greater Manchester and some travel within the North West of England)
the region’'s communities. o Whilst not limited to, supporting at least one Castlefield Gallery New Art Space,
o (Coordinate the recruitment of placements, including those with higher education includes being the main point of contact for artists, partners, landlord and
partners. other key stakeholders; coordination and management of security, health &
o Work to address any barriers to participation for volunteers and placements, safety, risk assessment, public-facing displays and projects; supporting
actioning reasonable adjustments wherever possible and ensuring volunteers’ artists to work with other Castlefield Gallery staff eg. communications;
expenses are reimbursed. supporting the communication and promotion of New Art Spaces, their artist
e Coordinate and deliver volunteer and placement inductions. occupants and activities
o Coordinate the gallery’s volunteer rota and support the coordination of placement e For Castlefield Gallery Associates, whilst not limited to:
schedules. o Be the first point of contact for all Castlefield Gallery Associate members and
e Set and supervise volunteer activities, ensuring the wider team is engaged in enquiries
supporting volunteers, especially in actioning front-of-house tasks and delivering o Manage Castlefield Gallery Associates database, keeping data up to speed
excellent visitor experiences. and working to a high standard
e (Coordinate and at times deliver volunteer and placement training and o Work collaboratively with programming, communications and finance team
development. members to ensure effective delivery of Castlefield Gallery Associates events,
¢ Develop and ensure the Volunteer Handbook is kept up to date, and volunteer resources and communications, and finances.
equipment, information and resources are well maintained.
e Qverall coordinate all Castlefield Gallery main premises front-of-house needs and GENERAL ADMINISTRATION & COORDINATION DUTIES
with particular reference to ensuring high standards in quality of visitor
experience, information giving and surveying. o Support with aspects of company facilities and operations eg. ordering goods,
¢ Act as a first point of contact for Castlefield Gallery, in person, by phone and online. services and the general smooth running of Castlefield Gallery main premises.
e Coordinate and administrate Castlefield Gallery recruitment, application, and
PROGRAMME COORDINATION diversity monitoring.
o Support filing, archiving, record keeping, documentation, evaluation and
¢ Assist with the administration, coordination and delivery of on and off-site reporting processes.
Castlefield Gallery projects and programmes, especially but not limited to o Supporting Castlefield Gallery artwork, editions, multiples and book stock
exhibitions & commissions and public programme; Castlefield Gallery New Art development and sales.
Spaces; Castlefield Gallery Associates. o Participate in the organisation of Castlefield Gallery events and wider
o For the exhibitions & commissions and public programme, in particular support: promotional activities.

o Sourcing and ordering of resources, and the movement of goods and items

o Production, installation - including art handling and condition checks, risk
assessment and project launch activities

o Artist and creative freelancer liaison, especially in meeting individuals’ needs,
supporting with matters like travel, accommodation, hospitality.









HOW TO APPLY

Closing date for applications: 12pm (midday), Tuesday 6 May 2025
Late applications will not be considered.

APPLICATIONS SHOULD CONSIST OF
1) A covering letter (no more than 2 sides of Ad), stating:

- Why you are interested in the Gallery & Volunteer Coordinator role

- How you meet the person specification

- What qualities and experience you will bring to the role if appointed
- How you will deliver the role as outlined in the job description

- Why you are interested in working with Castlefield Gallery

2) An up-to-date CV, that includes:

- Your personal information, including how to contact you by phone

- Detail of any relevant qualifications and/or training

- Your employment history (including role titles, start and end dates, duties, reasons
for leaving)

- Names and contact details of at least two referees, one of whom should be your
current or most recent employer

Please send your application to:

recruitment@castlefieldgallery.co.uk with Gallery & Volunteer Coordinator in the
subject line.

Or send your application by post to:

Or send your application by post to: Recruitment, Castlefield Gallery, 2 Hewitt Street,
Manchester M15 4GB, UK.

We also ask that you complete our Equality Monitoring Questionnaire which can be
found HERE

This questionnaire is anonymous. Please do not enter your name anywhere on the
form. The form and data inputted will be treated in confidence and used for statistical
monitoring purposes only and will not be seen by the panel of decision-makers.

Our aim is for Castlefield Gallery to reflect the communities of the city of Manchester
and the region we operate from . We collect demographic information so we can
understand more about those our opportunities reach and to continuously improve
our recruitment processes.

INTERVIEWS

When: Tuesday 13 May 2025 (times will be allocated between 10 am - 5.30pm)
Location: Manchester City Centre

If you haven't heard from us about the outcome of your application by 5pm on Thursday 8
May 2025, unfortunately on this occasion you have not been selected for interview.

We are a small team and therefore unfortunately we cannot commit to provide feedback
to those who are not selected for interview.

If you have access needs and wish to discuss these please contact:

e recruitment@castlefieldgallery.co.uk with 'Gallery & Volunteer Coordinator' in the
subject line
e or phone uson 0161 832 8034 and ask for Leslie Remonato.

Please note office hours are Tuesday - Friday, 10am-6pm.
Please allow for up to b days for responses to all communications.

EQUITY, EQUALITY, DIVERSITY & INCLUSION

We are a female-led organisation, one that strives to be genuinely representative of the
communities we serve. We actively set out to address the imbalances we see in our
sector and beyond. We recognise that groups and individuals in society are
disadvantaged due to discrimination directed against them by both direct and indirect
discrimination.

Castlefield Gallery is committed to equity and equality of opportunity. Applications from
individuals are encouraged regardless of race, disability, sex, gender, gender identity,
sexual orientation, age, religion or belief, marriage and civil partnership, pregnancy and
maternity, caring responsibilities, or trade union activity. Castlefield Gallery’s Equity,
Equality, Inclusion and Diversity Policy is underpinned by the Equality Act (2010) which
provides a legal framework to protect people from discrimination, harassment and
victimisation in the workplace and wider society.

We are a purpose-led charity that exists to generate a positive impact in our sector and
in our communities.

castlefieldgallery.co.uk
@castlefieldgall

Thank you for your interest in Castlefield Gallery!


https://docs.google.com/forms/d/e/1FAIpQLSdxmKGMedt27qoOjYh-8qQdPo1mCDfzrUGCN8iEGdqLzeAgsQ/viewform?usp=header

