RBSA Gallery

Front of House & Sales Assistant 

Saturdays (10.00am to 5.15pm)

Paid hourly – National Minimum Wage or National Living Wage
About this opportunity

The Royal Birmingham Society of Artists (RBSA) is an artist-led charity which supports artists and promotes engagement with the visual arts through a range of exhibitions, events and workshops. The RBSA runs the RBSA Gallery, in Birmingham’s Jewellery Quarter, a short walk from the city centre. We are looking for a Part Time Front of House & Sales Assistant to join our dedicated and energetic team. 
Working Saturday from 10.00am to 5.15pm, your role will be to take responsibility for sales and customer service. This will include welcoming visitors, dealing with enquiries, selling a wide range of craft and original artworks and completing a variety of administrative tasks.  A key player in a small team, you will enjoy working in a customer-facing role, demonstrate excellent verbal and written communication skills and be able to work on your own initiative. 
Educated to at least A-Level (or equivalent), you will have substantial experience of customer service and retail sales and be ready to make a key contribution to the organisation. We deliver a range of programmes in arts and heritage and opportunities can arise for creative and motivated individuals to develop a depth of experience in these sectors.

If you would like to take advantage of this opportunity, please complete an application form (no CVs please) and return it, by email only, to Emma Lawson on marketing@rbsa.org.uk by 12pm on Monday 18 October. Interviews will take place on Friday 22 October. If you have not heard from us by 21st October, please assume that your application has not been successful on this occasion.

Duties

· Visitor services

· Selling artworks

· Cash handling

· Dealing with enquiries received by email, telephone, post and in person

· Answering telephone and directing calls

· Gallery administration

· Opening and locking up the premises

· Contributing to the work of the gallery team in a variety of disciplines; this could include audience research, exhibitions, learning or marketing 

Please note that this list is not exhaustive as all team members are required to contribute to the work of the gallery team in a variety of disciplines; this could include audience research, exhibitions, marketing, visitor services and/or other roles.

Working hours: Saturday 10.00am – 5.15pm
The successful candidate will also be required to work on some RBSA evening events including private views (usually from 5.30 to 8.30pm), to cover holidays for other team members (which may be on any day of the week), and to work any additional hours in line with the Gallery’s needs.

Holiday entitlement

The post holder will be entitled to 5.6 weeks annual leave (including bank holidays), pro-rata.
Probationary period

This post is subject to a probationary period of six months.
Notice period

The position will be subject to one month’s notice of termination on either side.
References 
The appointment is subject to receipt of satisfactory references.
Person specification

We are looking for a highly motivated individual who has a genuine interest in the contemporary art and craft together with a sound knowledge of the RBSA and a commitment to our work as a visual arts charity.  The successful candidate will enjoy meeting people, have a proven track record of sales, keen attention to detail, a commitment to the efficient completion of administrative tasks, be reliable and energetic, be able to demonstrate an ability to work on their own initiative and have an enthusiasm for all aspects of the role.  

Qualifications

Educated to at least A-Level (or equivalent) and with a proven interest in visual art or craft discipline.

GCSE English and Mathematics at Grade C or above.

Skills

The successful candidate will be able to demonstrate high levels of numeracy and literacy as well as a friendly and confident approach to visitors and telephone callers. In addition, the successful candidate will have strong computer skills, including the use of all Microsoft Office packages, particularly Outlook, Word and Excel. Experience in the use of Square and/or Wix would be an advantage.
Experience

Essential:

· Demonstrable experience of retail sales including meeting sales targets.

· A flair for welcoming visitors and providing outstanding customer service.

· Proven track record in a customer facing role including substantial experience of handling challenging situations such as customer complaints.

· Extensive administrative experience including experience of dealing with a large volume of enquiries and of completing administrative tasks without supervision.

· Excellent IT skills, literacy and numeracy.

· Excellent interpersonal and communication skills.

· Good team working skills, with the flexibility to cover for other team members.

· An organized and efficient approach to managing multiple tasks. 

· Reliable, trustworthy and honest.

· Excellent time management skills.

· Self-motivation and the ability to work independently.

· An interest in art galleries and museums.
Desirable:

· Current First Aid Qualification

· Previous keyholder experience

Deadline

Deadline for applications is 12pm on Monday 18 October. Interviews will be held on Friday 22 October. If you have not heard from us by 21 October, please assume that your application has not been successful on this occasion.
Thank you for your interest in the RBSA, we look forward to receiving your application.  
This information aims to provide details relating to this opportunity; it is not a contract of employment or role profile.
