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Raven Row: Communications Manager (Maternity Cover)     
 

Raven Row, an internationally recognised non-profit contemporary art exhibition space in Spitalfields 

established in 2009, is seeking a part-time Communications Manager (Maternity Cover) for three, 

preferably four days a week beginning Monday 5 January until October 2015.  

 

Working hours: 10am–6pm, Monday to Friday 

Salary: £28–30k, pro rata depending on experience and inclusive of London weighting 

 

Reporting to the Director, and line managing the Communications Assistant, the Communications 

Manager (Maternity Cover) will describe and promote Raven Row's exhibitions and events through 

print and online communication to relevant audiences. As Raven Row is a small charity, additional 

duties beyond those listed below – including managing events in the evenings and at the weekends – 

may occasionally be required.  

 

To apply, please send the following to vacancies@ravenrow.org by 5pm, Friday 31 October 2014: 

 

- One-side A4 cover letter describing your suitability for the position 

- Full CV, including contact details of two referees (who would be contacted only at interview stage). 

 

No telephone calls please. Late or incomplete applications will not be taken into account. 

 

Raven Row will acknowledge receipt by email of complete applications received by the above deadline. 

Interviews will be held during the week of 17 November 2014. If you have not received an invitation to 

interview by this date, please consider your application unsuccessful on this occasion. Raven Row 

regrets that given the anticipated high number of applicants, it will only contact shortlisted candidates 

and cannot provide feedback on unsuccessful applications. 

 

Job Description  

 

Production 

- Oversee the production of all exhibition publications and printed materials – handouts, exhibition 

guides and catalogues – with the Director, Curator, Exhibitions Organiser and graphic design studio. 
- With the Curator and Director oversee the production of Raven Row’s new book series.  

- Manage tight production schedules of all communication material in print and online. 
- Act as main contact between Raven Row and contributors to exhibition guides and catalogues. 

- Source, and clear copyright for, images for use in print and online. 
 

Exhibitions  

- Oversee the development of the graphic identity of exhibitions and events, working closely with the 

Director and graphic designers. 
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- Edit and oversee the production of press releases with the Director and curators.  

- Commission photography of exhibitions for press and Raven Row website, working closely with the 
director and photographers. 

- Oversee the production of print and online advertisements with the graphic designers.  
- Oversee the distribution of mail-outs, both print and electronic. 

- Oversee the maintenance of email and postal databases with the Communications Assistant. 
 

Writing, editing and proofing 
- Draft exhibition interpretative texts (exhibition guide, wall texts, captions) with the Director, artists and 

curators.  
- Edit and proofread all text for use by Raven Row according to its house style. 

 
Events 

- Coordinate and organise all public events at Raven Row with the Director, Exhibitions Organiser and 
Gallery Manager. 

- Manage all events-related public relations. 
- Take part in occasional promotional events. 

- Oversee exhibition openings with the Gallery Manager. 
 

Press 
- Maintain and initiate contacts in both specialist and general press. 

- Work alongside the Exhibitions Organiser and Communications Assistant to respond to press 
enquiries.  

- Plan press strategy and circulate press information for exhibitions.  
- With the Communications Assistant, oversee the collation of press coverage for exhibitions and the 

creation of press packs for distribution to artists, curators and supporting galleries. 
 

Website 

- Manage Raven Row's website with the Director, uploading written material, images and event 

notifications as necessary. 
- With the Director, liaise with the graphic designers regarding structural changes to the website.  

- Work closely with the Director to edit, write and research information for the Raven Row website. 
 

Advertising and Listings 

- With the Communications Assistant, oversee advertising and listings for exhibitions. 

- Book advertisements and maintain paid-for listings. 
- Circulate and update information on free online listings services as well as manage Raven Row's 

presence on social media (Facebook, Twitter). 
- Identify new audiences to promote Raven Row's exhibitions and events.  

 
General administration 

- Handle Raven Row's ‘info@’ email address, answering general queries. 
- Respond to general phone and email queries in a timely and polite manner. 
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Person Specification 

The ideal candidate will be someone who: 
- Has at least two years experience working in fields relating to communication and interpretation of 

contemporary art.  
- Enjoys looking at and considering contemporary art and is able to communicate to diverse audiences 

about it with sharpness and clarity.  
- Is well acquainted with the contemporary art, particularly non-profit, sector in London and the UK.  

- Has established contacts within the London and UK art world. 
- Is familiar with questions of graphic design, and has experience working with graphic designers and 

print production. 
- Has an excellent command of the English language, written and verbal. 

- Is a skilled and sensitive editor, preferably of art writing. 
- Is computer literate, proficient with Microsoft Word and Excel, Apple software, Photoshop, as well as a 

range of social media. 
- Can demonstrate experience of working to tight deadlines. 

- Works well within a small, collaborative team. 
- Is preferably educated to postgraduate degree level. 


