
Gallery Manager Application Pack 

 
Reporting to:  The Director 

Responsible for:  Invigilation staff, cleaning staff, bookkeeper 
Hours of work:  Full time, 10am–6pm Monday to Friday, occasional evenings and weekends, with 

TOIL for time worked at weekends and bank holidays 
Salary:   £26–28k, depending on experience 

Holidays:    25 working days 
 

 
Raven Row is a non-profit contemporary art centre in Spitalfields that opened to the public in February 

2009. Around five exhibitions are held each year, accompanied by an ongoing programme of events. 
 

The Gallery Manager is responsible for the day-to-day operation of Raven Row, including exhibitions 
and building management, administration and finances, events and artist liaison.  

 
The Gallery Manager reports to the Director, works alongside a small team, comprising the Deputy 

Director & Exhibitions Organiser, the Communications Manager and the Head Technician, and leads a 
team of about ten invigilators. The Gallery Manager’s role requires quick and patient responsiveness to 

Raven Row’s daily conditions. 
 

Raven Row fosters an atmosphere of conviviality and intellectual engagement amongst all who work 
here, maintaining dialogue about its programme and exhibitions, such that employees feel happy 

discussing these with audiences.  
 

As part of a small team, there is a need for flexibility and adaptability regarding responsibilities and 
working hours. Working hours are 10am–6pm, Monday to Friday, with the addition of overseeing 

around 2–3 events during each exhibition, in the evenings or occasionally at the weekends, with TOIL 
for time worked at weekends and bank holidays. 

 
 

To apply, please submit: 

 

- A cover letter, describing how you fulfill the criteria of the position, using examples of previous 

experience, and your interest in working at Raven Row in particular. 

- A CV, with contact details of two referees (who would only be contacted at the interview stage). 

 

Applications to be sent to: vacancies@ravenrow.org  

Please note that telephone enquiries cannot be taken regarding the position. 

Deadline for applications: 10am, Wednesday 27 July 

 

Shortlisted applicants will be notified by the end of the day on Monday 1 August. 

Interviews will be held on Friday 5 August. 



Job Description  

 
 

Exhibitions and Front of House Management  

- Ensuring the smooth running of all exhibitions, overseeing the maintenance of the exhibitions and the 

building, in coordination with the rest of the team 
- Being responsive to issues as they occur, fixing technical faults or coordinating necessary tasks with the 

Head Technician, cleaner or invigilation staff 
- Managing the work of the Front of House team, ensuring that the invigilation team provide a high 

standard of service to all visitors 
- Arranging and leading invigilation team briefings/debriefings for each exhibition in conjunction with 

the Director, and ensuring that all invigilators know how to turn/off the exhibition and maintain it 
- Managing staff rotas to ensure sufficient staffing of the galleries, including cover where necessary for 

holidays, sickness and special events 
- Monitoring activity in the galleries through regular checks and via CCTV 

- Monitoring environment control of galleries and arrange exhibition-specific security, ensuring that 
both insurance and security levels meet museum standards 

- Dealing with visitor queries as required 
- Recruiting and inducting freelance invigilation staff 

- Identifying and delivering training and development needs for the invigilation team 
 

 
Building Maintenance 

- Liaising with Raven Row contractors to for all building issues, commissioning contractors and 
overseeing work undertaken, managing maintenance contracts and suppliers 

- Responsible for opening and closing the building and its exhibitions, to the public, or managing the 
invigilators responsible for achieving this 

- On-call outside of regular hours to deal with any building or exhibitions problems at Raven Row 
- Acting as a registered key holder, on 24 hour call out in case of any building emergency 

- Managing cleaning staff and ensuring that maintenance of the gallery is kept to a high standard 
- Being mindful of health and safety 

 

 

Administration, Office and Financial Management 

- Monitoring all areas of the gallery’s finances, with the support of the bookkeeper 

- Monitoring annual and exhibition budgets, reporting to the Director quarterly 

- Responsible for paying, and keeping records of all invoices, salaries, petty cash and other expenditure 

- Managing bank accounts and keeping records of income  
- Responsible for liaising with Raven Row's Accountants and Auditors, and annually reporting to 

Companies House and the Charities Commission 

- Liaising with Raven Row’s solicitors for all employment and legal matters 

- Liaising with funding bodies on occasion 
- Responsible for HR correspondence, administration and contracts 

- Administration of holiday days and TOIL for all staff, and keeping records 
- Upkeep of all IT systems and communication networks 

- All general office management 



Events 

- Staffing, setting-up and meeting all technical requirements for the events and openings, as well as 
locking up (usually 2–3 events per exhibition, from 6–9.30pm, only occasional weekend events), 

working in collaboration with the Head Technician and the Communications Manager 
 

 

Artist Liaison and Accommodation 

- Arranging flights and visas 
- Allocating per diems, fees and expenses 

- Maintaining the accommodation at Raven Row and scheduling stays 
 

 

 

 

Person Specification 

 
 

Essential 

- Minimum two years experience in a similar role 

- Flexibility with working hours 
- Ability to be quick-witted, pre-emptive and responsive 

- Ability to work well within a small team 
- Excellent interpersonal skills, with good verbal and written communication skills 

- Excellent staff management skills 
- Experience of financial management 

- Technical skills and experience managing exhibitions 
- Excellent IT skills and ability to troubleshoot computer and communications equipment 

 
 

Desirable 

- Demonstrable and informed interest in contemporary art and visual culture 

- Knowledge of public and private, national and international exhibition spaces, especially those similar 
to Raven Row 

- Knowledge of Sage 
 

 
 


