Community and Engagement Assistant
  
As a Community & Engagement Assistant at Surface Gallery you will preferably work a minimum of one day a week and will attend a team meeting once a month, this will be more often during busy times. All volunteers are also expected to invigilate exhibitions and events and keep on top of daily administration.

 

You will work closely with the coordinator and team and will all be responsible for:

· Researching, writing and developing an Education Programme.
· Liaising and meeting with other organisations to develop ways of working together on events and programming.
· Writing and conducting audience questionnaires to be able to monitor and evaluate who is accessing our organisation and how we can improve on this.
· Developing new ideas and strategies for audience and community engagement.
· Coordinating events, talks and tours.
· Working with the Exhibitions & Events team to write and plan the exhibitions and events programme, keeping in mind who it will benefit and how it will be accessed by different community groups.
· Working with the Marketing & PR team to promote the various opportunities within Surface, including, events, studios.
· Working with the Funding team to write funding applications for development.
 
Supporting new volunteers
· Advertise volunteer positions and make sure the website is up-to-date with current volunteer opportunities.
· Maintain regular contact with organisations that supply volunteers, e.g. Student Community Action (University of Nottingham) NVAC.
· Initiate or oversee correspondence with all potential volunteers.
· Print out and file volunteer forms and add to the volunteer folder – mark on dates received/contacted/interviewed/inducted.
· Arrange interviews with suitable applicants. These will be conducted by a two-three people, including one member of the committee.
· Contact successful applicants and arrange induction days.
· Develop a volunteer newsletter, to keep voles up-to-date with monthly opps.
· Develop and implement the new ‘Buddying’ system to pair new and older voles.
