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Education Administrative Assistant (Apprentice)

Background

Founded in 1901 to ‘bring great art to the people of the East End’ the Whitechapel Gallery  was the first public space to show some of the great names of British 20th Century Art, including Hepworth, Hockney and Gilbert & George, as well as premiering great international modernists such as Picasso, Pollock and Rothko.   

Global in scope and reputation it has in recent years shown definitive surveys of artists such as Sophie Calle, Peter Doig, Isa Genzken,  Paul McCarthy, Gerhard Richter, Cy Twombly, Jeff Wall and Franz West; as well as important theme shows such as The Short History of Performance, Back to Black and Faces in the Crowd. 

The Gallery’s dynamic lectures and debates programme are complimented by film, music and poetry events.  Renowned for its pioneering work in arts education and training, the Whitechapel Gallery is also a publishing house.

Its distinctive gallery spaces, auditorium and studios house temporary exhibitions devoted to modern and contemporary art, new commissions and collection and archive displays.

Role

The role of the Education Administrative Assistant is to administratively support the Education team’s public events, schools programme and community programme.  The Education department consists of: Head of Education & Public Events; Curator – Community Programme; Curator- Education Programme; Assistant Curator - Public Events and Assistant Curator – Education Programme
Accountability

The Education Administrative Assistant will be line managed by the Head of Education & Public Events.

…….

Duties and Responsibilities
Main Role


· To support the Head of Education & Public Events and other colleagues in the department, providing administration for the public programme and managing the departments spaces

General
· Administratively support the education departments’ activities and events

· Arrange external and internal meetings and minute taking for monthly departmental meetings

· Maintain the departmental calendar and diary of meeting and education bookings

· Deal with all departmental correspondence

· Maintain the education contacts database on Raiser’s Edge 

· Maintain a digital archive of education event photos

· Update the education section of the Whitechapel Gallery website

· Act as the main point of contact for school bookings and queries

· Gather and collate attendance figures and evaluation data for all workshops and public events for the London Development Agency 
Education and Community Programme 
· Administratively assist the Community Programme and Schools and Families Programme Curators to project manage the installation and de-installation of the Project Galleries

· Assist with the organisation of education private views

· Assist the team in liaising with artists, artist educators and lecturers

· Administer the upkeep of the reading materials in all reading areas of the Gallery 

Education Spaces 
· Greet groups arriving for education events and workshops

· Assist Operations in maintaining a comprehensive education room booking system 

· Monitor and maintain the equipment in  the  Creative Studio and Study Studio 
· Stock and maintain the education equipment and materials’ stores

Finance

· Maintain financial records and filing systems in relation to department budgets
Other
· Carry out any other duties as requested by the Head of Education & Public Events
Person Specification

Essential

· Commitment to a career in administration

· Proven excellent administrative and organisational skills and experience

· Experience of financial record keeping

· Self-motivated, 

· An ability to work as part of a busy team supporting colleagues and working to deadlines

· Good communication skills, both written and verbal

· Excellent IT skills, including Word, Excel, Powerpoint and databases

· Full advanced CRB clearance or ability to obtain it

An awareness or interest in the following areas would be beneficial:
· Modern and contemporary art

· Working in a museum, gallery or in arts education

· Working with young people

· The current state school system 
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