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Development Coordinator, Job Description and Person Specification 
 
Introduction  
 
Gasworks & Triangle Network  
 
Established in 1994, Gasworks is a contemporary visual art organisation that provides studios 
for local artists and develops a programme of artists' residencies, exhibitions, events and 
educational activities. Housing under one roof the various aspects of contemporary art practice - 
conception, production, dissemination and debate - Gasworks aims to support talent 
development of UK and international artists either at early stages of their career or when 
needing time to experiment with innovative ideas, methods and media.  
Gasworks is also the hub of the Triangle Network, an international network of grass-roots arts 
organisations sharing the common aim to support and promote emerging talent through cultural 
exchange and artists’ mobility. Established in 1982, Triangle’s main activities include workshops, 
residencies, exhibitions and outreach events. Triangle also encourages peer-to-peer learning, 
professional development for artists and the dissemination of emerging international art 
practices.  
 
Vision 
 
Gasworks and Triangle create projects and develop partnerships at local and international level, 
prioritising activities that support emerging artists and peer organisations in under-represented 
regions or countries. International exchange is at the core of the organisation, addressing the 
need of emerging artists to make new work in contexts that instigate dialogue and exchange of 
ideas. The majority of Gasworks and Triangle’s projects are open-ended, process-based and 
artists led. Similarly, exhibitions are generally the result of new commissioned work resulting 
from long-term engagement and discussion between coordinators, curators and artists.  
 
Aims 
 
The organisation’s aims include:  
 

 Focusing on artists' talent development by providing a physical and conceptual space in 
which to develop, discuss and disseminate emerging artists’ practice.  

 Championing experimentation and innovation in contemporary arts by offering resources 
and stimulating dialogue between artists working within different contexts and cultures. 

 Challenging existing readings and re-evaluating historical debates on international 
contemporary art through new curatorial research and artists commissions.  

 Making ambitious and innovative projects accessible to a wide audience as a means of 
providing the public with opportunities for experiencing and taking part in contemporary art. 

 Ensuring the organisation’s long-term resilience and sustainability through fundraising, 
greater visibility, stronger partnerships and mutual support. 
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Development Coordinator 
 
Job Title:  Development Coordinator 
Employer:  Gasworks, 155 Vauxhall Street, London, SE11 5RH 
Reports to:  Director  
Contract:  12 month contract, part time 
Hours of work:   9.30am – 6pm, Monday to Wednesday. Some evening and 

weekend work will be required, compensated by time off in lieu. 
Salary:  £25,000 per annum, pro rata (3 days a week) 
Start date:  Contract starting Sept / Oct 2018 with 3 months’ probation 
 
 
Purpose of Job 
The Development Coordinator is a new post responsible for supporting the Director and Deputy 
Director in overseeing all areas of fundraising for Gasworks and Triangle Network. The 
Coordinator will support the fundraising activities, and play a key role in increasing revenue from 
individuals, major donors, artists’ editions, auctions and new corporate donors.  
 
The Development Coordinator will be responsible for the coordination and administration of all 
areas of development, supporting the Director and Deputy in maintaining and cultivating new 
fundraising initiatives across individual giving, editions sales and strategic partnerships.  
 
The Development Coordinator is responsible for the coordination of fundraising and patron 
events at Gasworks and offsite, with support from the Deputy Director, Head of 
Communications, Front of House Coordinator and events staff, including the Annual Patrons 
event and regular exhibition preview events.  
 
The post-holder will assist with the research, production, sales and promotion of Gasworks’ 
Editions, including coordinating the gallery’s participation at UK and international art fairs. 
Additionally the Development Coordinator implements communications strategies across the 
Patrons and the Editions programmes, writing copy for the website, relevant media releases and 
social media. The role will process renewals, deliver development events and undertake all 
areas of administration and communication.  
 
The Development Coordinator will report to the Director.  
 
Key Tasks and Responsibilities 
 
Administration 

 Keep up to date information and track progress against quarterly fundraising targets for 
the Patrons’ programme, Editions, exhibition and residency budgets.  

 Update the fundraising expenditure budgets, overseen by the Deputy Director  

 Keep donor accreditation updated across all platforms. 

 Support the Deputy with coordination of the Development Committee. 

 Responsible for the production of quarterly development reports for presentation to the 
Board of Trustees. 

 Set agendas for weekly Development meetings with the Director and Deputy managing 
deadlines and action points. 

 Undertake relevant research, for example into editions sales strategies or new 
fundraising initiatives. 

 Work with the Deputy and Director to develop strategies for engaging new corporate 
partnerships and help maintain existing relationships. 
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Individual Giving and Events Programme 

 Coordinate all aspects of supporters’ events, the annual patrons’ event and possible 
patrons trips abroad, including drafting invitation lists, producing and sending invitations, 
collating RSVPs, liaising with caterers, booking transport, managing patrons crockery. 

 Coordinate the delivery of the Annual Patrons’ Dinner. 

 Work with the Deputy and Director to coordinate the production of new fundraising 
initiatives and cultivation events. 

 Develop and manage the events calendar.  

 Support the Director and Deputy with cultivating new Friends and Patrons, as well as 
Exhibition, Residency and Programme supporters. 

 In certain circumstances take the lead on securing donations from potential supporters, 
with guidance from the Director and Deputy. 

 Manage all aspects of the administration of the Patrons’ programme, including 
maintaining the database, drafting events invitation lists, issuing renewal letters, 
processing renewals, recording payments and issuing thank you letters. 

 Communicate effectively the core aims of the gallery and the content of the commissions 
and engagement programmes to potential and current donors. 

 
Gasworks Editions 

 Lead on the production of limited editions, including liaising with printers and fabricators, 
organising framing and installation of works at the gallery. 

 Coordinate sales and manage stock, storage and shipping supported by the Front of 
House Coordinator.  

 Coordinate the gallery’s participation at art fairs, including managing relationships with 
partner organisations. 

 
Communications 
Work closely with the Head of Communications to: 

 Promote Gasworks’ editions through email bulletins, social media campaigns and 
targeted emails to benefactors, collectors and previous clients. 

 Draft copy for media releases and website pages for special editions initiatives. 

 Plan and implement social media communication relating to the patrons’ programme. 

 Update the patrons’ and editions pages on the website and all other relevant promotional 
and communications material. 
 

General 

 Carry out other duties deemed appropriate by the Director and Deputy Director. 

 Attend openings and events to represent Gasworks. Occasionally attend relevant events 
in absence of the Director. 

 Actively participate in the London contemporary art world – networking with artists, 
gallerists, collectors, funders and other institutions. 

 
This Job Description is a guide to the nature of the work required. It is not wholly comprehensive 
or restrictive and does not form part of the contract of employment. 
 
 
Person Specification 
 
Required 

 Educated to degree level or equivalent.  

 At least 2 years’ experience of working in a development or events role at a suitable 
level. 

 Experience of producing and coordinating events eg. dinners, charity fundraising events. 

 Excellent communications skills, both written and verbal and attention to detail 
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 Strong administrative skills, highly organised and excellent ability to multi-task, delegate 
and prioritise within a busy working environment 

 Demonstrable and informed interest in contemporary art and visual culture. 

 Experience of working as part of a small team and the ability to forge mutually respectful 
and effective working relationships with a diverse group of personalities. 

 Excellent IT skills, particularly in Word, Excel and Photoshop  

 Experience of working with databases. 

 An energetic, highly motivated and enthusiastic team player. 
 
Desirable skills and attributes 

 Experience of managing and producing limited editions. 

 Knowledge of public and private, national and international collectors and galleries. 

 A network of contacts including patrons, collectors, gallerists, artists and Curators. 
 
Deadline for applications: Monday 10 September, 10am 
Interviews will be held during the week commencing 24 September, 2018 

 


