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HLF Education Traineeship  

Background

For over a century the Whitechapel Gallery has premiered world-class artists from modern masters such as Pablo Picasso, Jackson Pollock, Mark Rothko and Frida Kahlo to contemporaries such as Sophie Calle, Lucien Freud, Gilbert & George and Mark Wallinger.

With beautiful galleries, exhibitions, artist commissions, collection displays, historic archives, education resources, inspiring art courses, dining room and bookshop, the newly expanded Gallery is open all year round, so there is always something free to see.

The Gallery is a touchstone for contemporary art internationally, plays a central role in London’s cultural landscape and is pivotal to the continued growth of the world’s most vibrant contemporary art quarter.
Role:
Heritage is a major part of the Gallery’s structure, programming and history and is incorporated into each departments daily activities, such as project specific areas such as those identified by Development, Education and Exhibitions and more general areas that relate to the sector overall. These are identified as conservation and sustainability within the Operations team, marketing of the organisation’s heritage as part of the Communications department and access awareness through Visitor Services.
The Trainee will gain valuable departmental skills identified in this Job Description combined with workshops and training, as a cohort, for specialist heritage skills.  This training will complement the work of the department and allow each trainee to gain an insight into how heritage and conservation is relevant across the Gallery by undertaking training in project management, research into local history, collection conservation, digital technology, customer care and communications
The Education trainee will have the opportunity to explore the local community and develop new ways of engagement and accessibility.  Actual heritage focused projects will be agreed, with the trainee and their line manager during the induction process

The Education Department
The education department consists of: Head of Education and Public Events; Curator – Community Programme (maternity leave), Assistant Curator Community Programme (maternity cover); Curator – Education Programme; Assistant Curator – Education Programme; Assistant Curator – Public Events and an Education Administration Apprenticeship
Accountability:

The HLF Education Programming Traineeship will be line managed by the Head of Education & Public Events.

Duties and Responsibilities
The HLF Education Programming Traineeship will work across most aspects of the overall Education Programme but will have a particular focus on the Schools and Community Programmes. These dynamic programmes include offsite artist commissions, artist residencies, school and community group visits, resources for schools, a programme for young adults, public events and publishing. They will work closely with the Curator: Education and Curator: Community Programmes.
Community Programme
· Be aware of all programmes at Whitechapel Gallery.
· Work alongside the programme curator to research and deliver the following strands of programme:

· 
A programme of major off-site artist commissions.
· 
Public exhibitions in the Project Galleries.
· 
A peer-led youth programme for 14-24 year olds.
· 
A programme of artist led visits for external groups.
· 
Research and development for new community and art publication.
· Broadly, your duties will include:

· 
Supporting the Curator to maintain and develop administrative systems.

· 
Shared responsibility for responding to public enquiries about the Community Programme.
· 
Supporting marketing initiatives by updating the website, sending e-bulletins, updating databases and other duties.
· 
Compiling detailed, clear and relevant research information to support all areas of programme.
· 
Work alongside the lead artist working on the youth programme and attend all regular meetings with young people.
· 
Contact and liaise with relevant external contacts including artists, curators, young people, galleries, Tower Hamlets Council, local historians, community groups and other relevant organisations.

· 
Update and maintain event and project archives including texts and images.
Schools Programme

· Assist with the development and presentation of information to  visiting school groups.
· Liaise with Education Administrator to welcome school groups on arrival.
· Maintain resources available for schools and families when visiting the Gallery.
· Liaise with schools and teachers to plan visits.
· Set up and implement seasonal e-bulletins for our schools and families audiences.
· Liaise with Education Administrator to record statistics and update data relating to school and family visits.
· Liaise with Education Curator to update copy  for schools and families on the website.
· Assist with mail merges and mail outs. 

· Research marketing strategies for family audiences.
· Organise image archive for the schools and family programmes.
· Assist with organisation of exhibitions in the Project Galleries.
· Assist Education Curator to order materials for schools and families events.
· Assist artists and curators with planning and facilitating activities at events for families and schools.
· General administrative support of the Education Department.
Other 

· Any other duties deemed fit by the Curator – Community Programme
Person Specification

Essential
· Proven knowledge of art history, theory or practice, and interest in gallery education, community or participatory projects.
· Excellent communication and presentation skills, including personal presentation and accuracy in written communication.

· An enjoyment and willingness to engage with a wide variety of people.

· Excellent organisational skills and attention to detail.

· Ability to work independently.

· Good computer literacy – Word, Excel, databases, Photoshop and social networking competence.
· Confidence presenting to a young audience.
· CRB checked.
· Administrative experience or an ability to be trained in administration.
Desirable
· Experience of research.
· Knowledge of area local to Whitechapel Gallery.
· Good knowledge of contemporary artistic practices and debates.
· Experience of working with primary and secondary school audiences.
Other details

· Traineeship Coordinator: Administration Manager
· Supervisor: Head of Education & Public Events
· Hours: 9:30- 5:45pm, with an hour for lunch. Monday - Friday

· Duration: 12 months

· Salary: £13,000
· Benefits (subject to availability):  Discount at the Whitechapel Café/Bar, discount at the Gallery bookshop and a card which offers free entry to a number of London museums and galleries
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