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Arts Plus Coordinator

Background

The Whitechapel Gallery was founded in 1901 to ‘bring great art to the people of the East End’. It was the first public gallery to show some of the great names of 20th Century Contemporary art ranging from modern masters such as Picasso, Pollock and Rothko to key figures from our times including Peter Doig, Nan Goldin, Mark Wallinger, Tobias Rehberger and Isa Genzken.  International in its scope and reputation, the Whitechapel Gallery is at the heart of East London. Historically a deprived area it is home to 10,000 artists and over 120 galleries, and the Gallery’s education programme continues its pioneering work within these dynamic communities. As a destination for film, debate and events, it remains the place to find the most exciting modern and contemporary art.

Following the acquisition of the adjoining library, the Whitechapel Gallery has just completed a dramatic expansion, which opened in April 2009, adding 5 new gallery spaces and an education and research tower. They house a programme of temporary exhibitions devoted to modern and contemporary art, new commissions, and collection and archive displays.

Role

The Art Plus Coordinator is part of the Development team compromising of:  Head of Development, Development Manager, External Relations Manager, Senior Development Officer, Development Officer, Events Manager, Events Sales Executive and Events Administrator, including two departmental interns. The Development department is responsible for generating income for the Gallery, through fundraising, sponsorship, individual giving and venue hire. The role is to support the Events Manager in organising the annual Art Plus fundraising party.

Accountability
The Art Plus Coordinator is managed by the Events Manager.
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Job Description

Role

The objective of the post is to support the Event Manager in organising the Whitechapel Gallery’s annual fundraising party Art Plus – an evening which combines the visual arts with another artistic discipline.  Themes for previous years include Art Plus Dance, Art Plus Music, Art Plus Drama and Art Plus Film.  Art Plus is a high-profile event which garners considerable international press and media coverage.

Art Plus is also designed to raise the Gallery’s profile among high-net worth individuals and key influencers in the worlds of art, fashion, music, media and business.  Proceeds of the event go towards the Gallery’s Education and Community Programme.  The annual event generates on average £150k each year.
Duties & Responsibilities:

The Art Plus Coordinator will work with the Events Manager and Head of Development to deliver the following:
Event Production
· Set up and be the main point of contact for the Art Plus Committee, including attending and minuting Committee meetings
· Help the Curatorial Programme Manager coordinate the Auction, including writing letters, ensuring database is up to date, arranging photographing and framing, managing all documentation and signage, sending invoices post-event, couriering artworks, etc 
· Assist the Curatorial Programme Manager and Performance Coordinator in any duties relating to the artistic content, including mailing letters, researching prospects, production elements, etc
· Liaise with the Communications department on all aspects of print, press and marketing
· Liaise with Communications department to implement ticket and auction sales strategy to reach income targets as agreed by Events Manager
· Be the main point of contact for all suppliers
· Help oversee the smooth installation, running and de-rig of the event on the night
Sponsorship

· Work with the Head of Development and Events Manager to solicit and service a title sponsor and Art Plus Patrons
· Solicit and research in-kind sponsors, inc drinks, production and suppliers
Administration

· Manage the budget
· Manage and keep up-to-date the Art Plus database
· Coordinate the mailing list, RSVPs and ticket sales
· Set up and manage the production schedule
· Administer all post-event follow-ups, inc Thank you’s, debriefs and payments
· Reconcile the final budget with the Finance Department
· Any other duty deemed reasonable by the Events Manager and Head of Development
Essential 

· Two years experience working in event organising for large-scale events of 400+ guests
· One year experience in organising or assisting on fundraising events

· Experience of working with VIPs, including high-net worth individuals, eminent figures from the creative industries, members of press, artists and performers
· Knowledge of sales and marketing

· Experience of coordinating production schedules

· Highly organised with excellent administrative skills 

· Excellent interpersonal and communication skills, both written and verbal 

· Impeccable attention to detail and accuracy in written communication
· Proven experience of setting up, managing and working within a set budget
· Excellent computer and numerical skills with excellent working knowledge of Word, Excel, and databases

· Ability to work as part of a team and independently, remaining calm under pressure

Desirable

· Good knowledge of contemporary/modern art and the London art world

· Experience of basic print production e.g. programme, ticket and invitation design 

· Knowledge of sales and marketing

· Modern languages

Conditions of Work

· Fixed term Contract: from 4 October 2010 to 29 April 2011
· Hours of work: 9.30am – 5.45pm, with one hour for lunch. Any extra hours will be compensated by time-off-in-lieu agreed in advance by the Events Manager
· Pay: £22,000 to £26,000 pro rata, dependant on experience
· Period of notice: 2 months on either side

· Probation period: 2 months

In addition, the benefits you are eligible to receive are, subject to availability:

· 20 days annual holiday (pro rata for part-time staff)

· Discount from the Gallery bookshop 

· Discount from the Whitechapel Gallery Café/Bar and Whitechapel Gallery Dining Room
· Discounts on editions (one per edition) and publications (subject to availability)
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