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JOB DESCRIPTION
Job Title	Curatorial Assistant
Reports to	Exhibitions Manager
Hours	Full-time 37.5 hours per week, temporary contract for 9 months with the possibility of extending to 1 year

Salary		 £25,000 per annum

Purpose
This is an exciting opportunity to join a small, energetic and enthusiastic team at one of the country’s leading regional art museums. 
We are looking to recruit a Curatorial Assistant who will work alongside the Director, Exhibitions Manager and the Assistant Curators in planning, managing and delivering our vibrant and engaging collections and exhibition programme.

Main Responsibilities
Display & Exhibitions
· Assist with the planning, managing and delivery of temporary exhibitions and displays.
· Format object lists, prepare loan agreements, assist with issuing insurance documentation.
· Assist with negotiating and securing loans for temporary exhibitions.
· Proof exhibition copy and work with a graphic designer on the design of exhibition text for the gallery.
· Assist, and on occasion lead, on installations and deinstallations of temporary exhibitions. 
· Oversee and assist with publications, including sourcing copyright and  proofing.
· Schedule meetings and take minutes.
· Provide administrative support, including emailing, filing and scanning. 
· Work with our Communications team to promote awareness of exhibitions and displays through talks and social media. 
· Ensure the highest standards of presentation are maintained, including all areas within the Museum buildings and the grounds.


Collections Care

· Assist the curatorial team to ensure museum standards are maintained     in the galleries and stores. 
· Provide support to an expanding programme of acquisitions of historic and contemporary fine and  applied art. 
· Assist in the research of potential loans and acquisitions for the Museum and contribute to  applications for purchase grants as required.
· Assist with the management of short and long-term loans to and from the Museum.
· Help to ensure adequate representation of the collection online.
· Help to catalogue the collection to Spectrum standards, as set out in the Documentation Plan


PERSON SPECIFICATION

The Holburne is committed to diversifying its workforce along with its audiences and programmes. We also pride ourselves on being a training ground for new talent.

The Curatorial Assistant will make a significant contribution to our eclectic programme of temporary exhibitions which can range from the photographs of Don McCullin to the print design of Zandra Rhodes, to cite two recent examples, bringing great art to Bath and celebrating lesser-known artists and forms of practice. 

More than formal qualifications, we are looking for an imaginative, dynamic, versatile and ambitious attitude from someone with an interest in art and the work and future development of an art museum.

We are looking for:
· A team-player with a collaborative approach. 
· Experience of working in a busy office environment performing a range of administrative duties.
· Excellent communication skills and someone who is good with people – you will regularly work with our volunteers and external contractors - artists, conservators, technicians, graphic designers and decorators.
· Organised and focused with excellent attention to detail.
· Experience of working in a dynamic environment with competing priorities. Have the ability to work to tight, firm deadlines and to remain calm and focused under pressure. 
· You will demonstrate an ability to work unsupervised, concurrently on projects and as part of a small, energetic team and to be self-motivated.
· Practically-minded, the role involves the physical handling of objects and equipment. 
· Occasional extended hours or weekend work may be required to deliver exhibitions.
· Passionate about engaging audiences with heritage and culture.
· The successful candidate will have a creative, constructive and adaptable approach.


Please send your CV and a cover letter (of no more than 500 words) detailing five key points on why you are suitable for the role.

Deadline for applications is 9am on Monday 30 March.
 
Please email to - Emma Dashwood e.dashwood@holburne.org

Interviews are scheduled for Thursday 23 April.
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