
 
Front of House Assistant Job Description and Person Specification 
 
Introduction  
Triangle Network & Gasworks 
 
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 artist 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.  

 
 
Purpose of the job 
Gasworks is looking for a Front of House Assistant to join our team. Front of House 
Assistants provide a welcoming and informative service for all visitors to Gasworks, 
contributing to the Audience Development Strategy and working with the Front Of House 
Coordinator and Front of House team. They welcome visitors, answer queries about 
exhibitions and Gasworks’ wider programme, look after the artworks, and ensure an 
excellent standard of service to visitors at all times. This is a casual position suitable for art 



 
students or recent graduates who would like some experience working in a professional arts 
organisation.  
 
Front of House Assistant  
Job Description 
 
Salary:   £10.20 per hour (London Living Wage) 
Working hours: Casual shifts on Saturday’s and/or Sunday’s or any weekday cover 

(11.45 – 6.15pm) 
Contract: 12 month fixed term contract   
Reports to:   Front of House Coordinator 
 
Front of House 

• Provide a warm and knowledgeable welcome to all visitors to Gasworks including 
Gallery audiences, groups and those attending participation events  

• Ensure that Gasworks front of house areas are tidy, presentable and comply with 
Health and Safety standards for the public and staff 

• Invigilation of the gallery 12pm – 6pm  
• Support the production of signage and interpretation materials for all programmes 
• Maintain the storage and presentation of the shop (artist editions and merchandise) 
• Carry out stock take when needed 
• Monitor the gallery info email accounts and respond to enquiries 

 
Communications and External Relations: 

• Web editing as directed by the Head of Communications 
• Collect audience surveys and enter data (annual target 400+ per year) 
• Contribute to Gasworks social media accounts in partnership with other team 

members 
• Entry and editing of mailing lists as directed by the Head of Communications 
• Support the Head of Communications with mailouts and flyer distribution 

 
Events and programmes: 

• Support the smooth running of events (private views, public programme, VIP events) 
in liaison with Head of Communications & Front Of House Coordinator  

• Read up and keep fully informed about exhibiting artists and residency artists 
• Ensure the participation space is kept clean and tidy and kitchen is well stocked 
• Support, where appropriate, Participation Residency Artist in setting up and clearing 

space for workshops, welcoming participants and any other duties required 
 
General: 

• Carry out jobs as directed by the Front of House Coordinator 
• Actively seek to implement Gasworks Equal opportunities policies, financial 

procedures and health and safety policies 
 
Front of House Coordinator Person Specification 
 
Essential 

• Experience working in a customer-facing environment 
• Excellent written and verbal communications skills including editing and proofreading 
• Experience of managing web and digital content, working with Content Management 

Systems and social media platforms 
• Confident working independently but also as part of a small team 



 
• Knowledge of contemporary arts and curatorial practices 

 
Desirable 

• Experience of working in a visual arts organisation 
• Familiarity with databases 
• Experience of event management 
• Good technical skills including working with Photoshop 

Terms and conditions  
• 12 month fixed term contract, starting asap 
• Guaranteed contracted hours: 24 days of work over a 12 month period 
• Hours of work: 11.45am – 6pm, casual Saturdays and/or Sundays or when required 

for events.  Agreed through a rota system managed by the Front of House 
Coordinator. 

• Salary: £10.20 per hour  
• The period of notice is two weeks in writing  
• Probation period: 1 months 
• Annual leave entitlement  
 

 
Application Procedure: 
We accept digital applications only. Please use the online application form at the bottom of 
the relevant opportunity page on Gasworks’ website. 
 
Your application should include the following in ONE PDF file only: 
1. CV with name, contact address, e-mail and telephone numbers if available, 
2. One page A4 cover letter outlining why you are suitable for the post 
 
Applications that do not follow this format will not be considered. Please note that there is a 
10MB limit on pdf submissions. If your file is not in pdf format or is over 10MB you will not be 
able to submit it.  
 
Deadline for applications: Monday 1st October  
 
Gasworks is committed to equal opportunities in recruitment and employment.  As we are a 
small organisation with limited resources we cannot respond to all applicants.  If you have 
not heard by Wednesday 3rd October please assume you have not been shortlisted.  
Unfortunately we cannot provide feedback on applications. 


